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Sets an office apart... 


Furniture / by COLUMBIA 


You can pay an employee no better compliment than to provide furniture 
that sets his office apart. That would be Columbia furniture—designed to help 
people think—to make light of office work, to earn its own way .. . handsomely. 


Write for the new Columbia catalog and names of dealers in your area. 


COLUMBIA-HALLOWELL Division SPS 20:01 47, PA. © SPS WESTERN, SANTA ANA, CAL. 
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How Long Distance 
_ can lead you to 


' extra profits 


Here’s how it can help your salesmen increase their market cover- 
age and cut selling costs at the same time: 


e Keep ahead of competition by telephoning customers 
between visits. 


e When you have special offers or price changes, call your 
customers. 


e Phoning prospects lets you sell even small orders at a profit. 


Long Distance pays off! Use it now... for all it’s worth! 


Ce oe 1 
| LONG DISTANCE RATES ARE LOW | 
! Here are some examples: 
| Newark, N.J.to Boston ...... . 80¢ | 
| $t.Louisto Chicago. ........ 90¢ | 
| Milwaukee to Pittsburgh... .. . . $1.20 ! 
! Atlanta to Cleveland ........ $1.35 ! 
! Kansas City to New York ..... . $1.60 ; 
| "These are day rates, Station-to-Station, for the first three minutes. | 
! Add the 10% federal excise tax. 
cs sc eit esac a civeahn Ansan ined arden ablations 4 


| BELL TELEPHONE SYSTEM 
| 
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MODEL D.-20 
Budget-priced, 
hand-operated. 


MODEL D.-31 
Automatic, electric, 


MODEL D.-70 
Electric, 14- or 
18-inch size. 


MODEL D.-21 
New, low-priced 
electric. 


MODEL D-35 
9-inch, electric, 
seated model. 


a 


“nel 


MODEL D.-30 
All-purpose, 
hand-operated. 


MODEL D-60 
Hand-operated, 


heavy-duty, 18-inch. 


MODEL D.-75 


14- or 18-inch, electric, 


seated model. 
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DITTO, INC.—®8sU McLormicK Koad—cn.icuyo 42, MiunolS 
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The use of electronic data proces- 
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this magazine. A related use of 
computers is their ability to fore- 
cast the winner of the presidential 
election. See story, page 22. 
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Vice President — Administration 

That’s the target for tomorrow 

Their organizations begin preparation of office 

managers for new role is 


Behind-the-scenes election drama: 

how computers will spot next president 

Univac, IBM, RCA to compete for honor of first forecast 

By John Allan Rhea 22 


The case for systems analysis 
Four objectives are simplicity, speed, economy, accuracy 
By Raymond Dreyfack 32 


Retail chain gains better sales figures 
faster — without raising costs 
Service center provides low-cost computing 38 


How we eliminated 
overflowing file cabinets 


Michigan Civil Service cuts filing space by one-half 
By Charles S. Pearson 44 


Automation in the office 
Burroughs offers small, 
low-cost, general-purpose computer 48 


Salute to commerce in the West 
That is the theme of 1960 Business Equipment Exposition 
in Los Angeles Memorial Sports Arena, Nov. 1-4 56 


Don’t go by the book 

in the appraisal interview 

Seven skeptical comments contradict “rules” of employee manuals 

By Robert Hoppock 60 


Office design 
Apply imagination to the office wall 
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Now Mr. Roytype has— 


It will far outlast any paper tape. 


your specific jobs and equipment. 


=’ Mylar’’ is the registered trade-mark of the DuPont Company 


Send us the handy coupon below: 


The Most Durable ComputerTape Ever Made! 


Pius other Roytapes especially designed for your data processing equipment 


Your Mr. Roytype has done it again...come through with the most 
durable tape available for your modern business machines. This perfo- 
rator tape is made by laminating paper to tough Mylar* plastic film. 


But, leave it to Roytype to provide several kinds of Roytape...to 
have on hand, for your best interests, just exactly the Roytape for 


Whether you require oiled tape or the non-bleeding unoiled kind, rolls 
or folded, regular weight paper or heavy duty Master tape paper, your 
Roytype representative has it...and can get it to you next to 
immediately. Ask him to help you. That’s his job. R OYTYPE” 


A complete line of business supplies... expert help...and the fastest service, too. 


® 


for my computing machines. 


0 samsinuininntatiamanmimanne a 


ROYAL Royal McBee Corporation, Port Chester, N. Y. 


Please have our Mr. Roytype show me the kinds of Roytape available 


cITYy ZONE_ STATE 


Coming Events 


NASS 18th Annual Convention, 
Philadelphia, October 30 - Novem- 
ber 1. 

Sponsor: National Association of 

Suggestion Systems. 

Place: Sheraton Hotel. 


Seventh Institute on Electronics 
in Management, W ashington, D. C., 
October 31-November 4. 

Sponsor: American University. 
Place: Downtown Center, American 
University. 


OEMI Business Equipment Ex- 
position, Los Angeles, November 
1-4. 

Sponsor: Office Equipment Manu- 
facturers Institute. 
Place: Los Angeles Memorial Sports 

Arena. 


APICS Third Annual National 
Conference and Technical Show, 
Detroit, November 3-4. 

Sponsor: American Production & 

Inventory Control Society. 
Place: Sheraton-Cadillac Hotel. 


IMS 23rd Annual National In- 
dustrial Engineering and Manage- 
ment Clinic, Chicago, November 
5-6. 

Sponsor: Industrial Management 

Society. 

Place: Conrad Hilton Hotel. 


Execurama Business Exposition, 
Los Angeles, November 15-17. 
Sponsor: The Stromme Co. 

Place: Hollywood Palladium. 


NICB_ General Session, Pitts- 
burgh, November 17. 
Sponsor: National Industrial Con- 
ference Board, Inc. 
Place: Penn-Sheraton Hotel. 


Fourth Annual International Vis- 
ual Communications Congress, Chi- 
cago, December 3-6. 

Sponsor: Society of Reproduction 
Engineers and Association of 
Professional Draftsmen. 

Place: Hotel Sherman. 


Eastern Joint Computer Confer- 
ence, New York, December 13-15. 
Place: Hotel New Yorker & the 


(Circle No. 72 on Reader Inquiry Card) 


Manhattan Center. 
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BUSINESS 


Mechanize words to 
lower paperwork costs 


Teletype tape reading and punching equipment offers a 
direct method of reducing paperwork costs by saving time— 
mechanizing such functions as: 


e Sending information from one office to another, between plants, 
across country, even overseas. The Teletype Model 28 tape 

reader (above left) will transmit to one destination, or to 

many destinations simultaneously. 


e@ Recording and storing data in tape. The Teletype Model 28 
punch (above right) will produce tape as a by-product of send- Send-Receive Page Printer Automatic Send-Receive Set 
receive operations or it can be used to combine data from several 
sources in one tape. 


Tape Reader Typing Tape Punch 


FREE Model 28 line folder. Write Dept. 35L., 
5555 Touhy Avenue, Skokie, Illinois. 


© Repeating fixed data such as addresses, invoice information and 
other reusable data, is a tape specialty. 


The Teletype tape reader and tape punch may be used ® . 
individually or in combination with other Teletype equipment. 
These units are compatible with existing communications facilities. | 
They are also compatible with many business machines, to further 


extend their usefulness and cost-saving potential. 
Teletype Corporation manufactures this equipment for the Bell Cc Oo RP oO R AT l Oo N 


System and others who require the finest in data communications. suesioiany or Western Electric Compaamy we. 
(Circle No. 79 on Reader Inquiry Card) 
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STATEMENT REQUIRED BY THE 
ACT OF AUGUST 24, 1912, AS 
AMENDED BY THE ACTS OF 
MARCH 3, 1933, JULY 2, 1946 AND 
JUNE 11, 1960 (74 STAT. 208) SHOW- 
ING THE OWNERSHIP, MANAGE- 
MENT, AND CIRCULATION OF: 
Office Management and American Busi- 


ness, published monthly at New York, 
N. Y. for Oct. 1, 1960. 


1. The names and addresses of the pub- 
lisher, editor, managing editor, and busi- 
ness managers are: Publisher, Andrew 
Geyer-McAllister, Inc. (Corporate name) , 
212 Fifth Ave., New York 10, N. Y.; Editor, 
Robert M. Smith, 212 Fifth Ave., New 
York 10, N. Y.; Managing Editor, None; 
Business Manager, James E. Neary, Jr., 212 
Fifth Ave., New York 10, N. Y. 


a a . . ol 2. The owner is: (If owned by a corpo- 
ar T ee ‘ ses ration, its name and address must be 

; = oda ‘ o stated and also immediately thereunder 
a i _ the names and addresses of stockholders 
_,, bett 107 owning or holding 1 percent or more of 

” er ae | total amount of stock. If not owned by a 

ne | corporation, the names and addresses of 

Get this records oe | the individual owners must be given. If 


128 owned by a partnership or other unincor- 
porated firm, its name and address, as well 


a PORNO AND SexnesasY rom sveny ve ae as that of each individual member, must 
06 toe , be given.) 


169 Andrew Geyer-McAllister, Inc. (Corpo- 


= — rate name), 212 Fifth Ave., New York 10, 
eepin 17° N. Y.; Mary A. Geyer, 114 E. 84th St., New 
a York 28, N. Y.; Donald McAllister, 212 


Fifth Ave., New York 10, N. Y.; Bernard 
E. Neary, 1521 Zuleta Ave., Coral Gables, 
| Fla.; James E. Neary, Jr., 212 Fifth Ave., 
New York 10, N. Y. 


3. The known bondholders, morigagees, 
and other security holders owning or hold- 
ing 1 percent or more of total amount of 
bonds, mortgages, or other securities are: 
(If there are none, so state.) None. 


4. Paragraphs 2 and 3 include, in cases 
where the stockholder or security holder 
appears upon the books of the company as 
trustee or in any other fiduciary relation, 
the name of the person or corporation for 
whom such trustee is acting; also the siate- 

| ments in the two paragraphs show the 
| affiant’s full knowledge and belief as to 


This 240-page encyclopedia of record-keeping forms, housings 


000 ji . . | the circumstances and conditions under 
etc., shows over 3, items, including snap-apart forms, | which stockholders and security holders 
standard accounting forms and pads, housings, custom-made who do not appear upon the books of the 
. company as trustees, hold stock and secu- 
Decorated Catalog and Manual Covers. 160 pages in - rities in a capacity other than that of a 
colors. Page by page it’s exactly the same catalog your NBB bona fide owner. 
Dealer will have on his desk when you phone him to place an Die Seana eonines a8 mapees of ene 
issue of this publication sold or distrib- 
order. Send coupon today for your copy. uted, through the mails or otherwise, to 
paid subscribers during the 12 months pre- 
— ceding the date shown above was: (This 
t 4 information is required by the act of June 
NBB RECORDS CATALOG | NATIONAL BLANK BOOK COMPANY | 11, 1960 to be included in all statements 
OFFERS YOU: | Dept.1711,Holyoke, Mass. rye al | regardless of frequency of issue.) 34,246. 
p Please send my copy of your am. RECORDS | Donald McAllister 
x , 1. Forms and equipment to CATALOG. Dollar entfessd | Sworn to and subscribed before me this 
p help improve office effi- P ; | 22nd day of September, 1960. 
—- Bi Ves cias Shekiead ates | Arthur M. Spence 
2. Quick delivery, less inven- eee et en oe | (My commission expires March 30, 1961) 
Se ee (SEAL) 
ns " RI Soy 500 ee eee ake aera | | ARTHUR M. SPENCE 
3. Savings up to 80% on stoc "See ee, ZONE STATE | Notary Public, State of New York 
Te ae. mouewme WE. FR OTT et 4 0S aap = 6 nara en 
“Specials” My office supply dealer is | ie. Saree 
; , Siecle Pe Shae cors: | | Qualified in Westchester County 
—— pened Commission Expires March 30, 1961 


(Circle No. 56 on Reader Inquiry Card) 
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soe | “NCR Paper 


belief as to 


© 
see ff 


joe erro 


ions le 
iy hes | more than repays its entire yearly cost... 
books of the = = every six months.”’ TRAILMOBILE ixc., Cincinnati, Ohio 
k and secu- | 
n that of af 
j “We use NCR Paper (No Carbon Required) “By placing a money value on the time savings 
pies of each | for more than 45 forms. NCR Paper is used in every and the many other advantages, we estimate NCR 
| or distrib- | ~~ home office department from Personnel to Shipping, Paper is saving us its entire yearly cost every six 


therwise, to ‘ . 
months pre- | as well as in our four plants and 54 sales and service months.” 


was: (This | branches throughout the country. New applications ; 
- act of June for its use are being found constantly. Ublyprcaes. 
1 statements 


ue) 34,246. “NCR Paper enables us to get clearer, cleaner 


cAllister copies that provide speedier, more accurate records. Vice President - Administration TRAILMOBILE inc. 
rs We do not have to insert or remove carbons. With 

NCR Paper, originals and copies are picked up as zd 
M. Spence a complete unit. This saves us valuable time and in- NCR Y Af zR * 
ch 30, 1961) creases employee satisfaction. c 
a ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER ELIMINATES : 


ANOTHER PRODUCT OF 


ty THE NATIONAL CASH REGISTER COMPANY, Dayton 9, onio CARBON PAPER 3 


winoes 1039 OFFICES IN 121 COUNTRIES + 76 YEARS OF HELPING BUSINESS SAVE MONEY 
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COMPLETE high speed 
printing SYSTEM 


The Anelex Print Station® is a complete high speed printing 
system, designed for “off-line” operation from magnetic tapes 
prepared by heavy duty commercial and scientific computer 
systems, currently operating without the advantages of 
Anelex High Speed Printers. 


It operates independently of the computer . . . requires no 
special flooring, cooling, cabling or power . . . can be operated 
by office personnel without specialized experience or skills. 


Anelex Series 56-160 High Speed Printers are used in this 

system. At printing rates of 667 and 1000 lines per minute 

with full 47 character font, these Printers handle forms from 

4 to 20 inches wide and up to 22 inches long . . . single or 
“multiple copies, preprinted forms or card stock. 


The reliable performance of Anelex High Speed Printers is 
proven by ten years experience and assured by their use 

at Scientific, Military, Commercial, Industrial and Banking 
installations. 
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for further information, write or telephone 


ANELEX CORPORATION 


rT: ee 


CAUSEWAY ST., BOSTON 14, MASS. 


OTE LTS _ 


(Circle No. 5 on Reader Inquiry Card) 


Expand pension plans, 
Folsom urges conference 


Former Secretary of Health, Edu- 
cation, and Welfare Marion B. Fol- 
som recently called on employers to 
expand their pension plans to help 
retired workers maintain an ade- 
quate standard of living. Dr. Fol- 
som delivered his speech at New 
York University’s Pension Trust 
Conference. 

“With 20 million persons cov- 
ered under 50,000 private pension 
plans approved by the Internal Rev- 
enue Service, it is obvious that we 
have made great headway in this 
area over recent years,” Dr. Folsom 
stated, but he warned, “Employcrs 
today, however, should continue to 
improve their pension plans, and 
those without such plans should 
consider inaugurating them.” 

Dr. Folsom, who is now a direction 
of the Eastman Kodak Company, 
an organization that has earned a 
reputation for its progressive eim:- 
ployee benefit programs, also urged 
employers to encourage savings by 
individual employees. “For the in- 


| dividual to obtain the protection 


he desires against life’s major eco 
nomic hazards, he should have his 


| own plan of systematic savings,” he 


said. 
Social Security praised 


Much of the credit for the ac- 
ceptance of better retirement sys 
tems can be attributed to Social 
Security, according to Dr. Folsom, 
who noted that “the Old Age In- 
surance System has greatly stimu. 
lated the rapid expansion of sup- 


plementary private pension plans. 


“The record of Congress in the 
past 25 years in maintaining the 
(Social Security) system on a sound 
basis has been good. While benefits 
have been increased, mainly to 
keep them in line with current 
wage levels, the tax schedule has 
also been increased to keep the sys- 
tem on a self-supporting basis. 

“The Federal government should 
continue to maintain this system 
on the same basic principles as at 
present. As in previous years, care- 
ful review should be made _peri- 
odically by a representative advisory 
council to insure that the system is 
kept up to date with changing 
economic conditions and that it is 
kept on a sound financial basis,” 
Dr. Folsom cautioned. 
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Bi lle me gs 


Secretarial school graduate 


—stutfing envelopes! 


Naturally, she doesn’t like it. No 
good secretary, with all her acquired 
skills, likes such a dull, monotonous, 
repetitive task as folding and stuffing 
papers. And her regular work piles 
up on her desk until the mailing 
is finished. 

It doesn’t make sense to use high- 
priced people for a job that a machine 
can do better. There is such a machine 
—the Model 3300-FH, Folding and 
Inserting Machine, which works 
faster than a flock of girls, requires 
little space, costs little, can be used 
by anyone. And soon pays for itself 
in even a small office! 

The 3300-FH is an uncomplicated 
combination folder and inserter. It 
can be set by you without a mechanic 
or tools. And it will fold and stuff 


“Ip 
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Pitney-Bowes 
FOLDERS « INSERTERS 


Made by the originator of the postage meter . . . 139 offices in the 
U. S. and Canada, with nationwide service coast to coast. 


we 


iN 


into envelopes 500 letter-size sheets 
in eight minutes! It handles invoices, 
statements, leaflets, bulletins, stapled 
sheets —even your daily outgoing 
mail. Automatic feed and delivery 
saves time and effort. The inserter 
unit can be used by itself, or attached 
to any PB folding machine. The 
folder can also be used alone. 

Get the 3300-FH to save time 
and money, to prevent disruption of 
office routine, to permit faster and 
better scheduled mailings. And boost 
secretaries’ morale! 

Call any PB office for details. Or 
send coupon for free illustrated 
booklet and case histories. 


FREE: Handy desk or wall chart of postal 
rates, with parcel post map and zone finder. 


| 
| 
| 
| 
| 
| 


Peer eee e— 


(Circle No. 61 on Reader Inquiry Card) 


This small, compact, low-cost combined 
folder and inserter makes mailings easy 
and fast, can be used by anyone. 


Model 3100 has six 
optional stations, 
inserts up to six 
enclosures at speeds 
as high as 6,000 an 
hour. Can be used 
with a PB postage 
meter to stamp and 
seal stuffed envelopes. 


PiTNEY-Bow Es, INC. 
2970 Crosby St., Stamford, Conn. 


Send free (C illustrated booklet and “case 
studies” on PB Folding and Inserting Ma- 
chines; 0) Postal Rate Chart. 


Name 


Address 
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Which Hammermill 
Graphicopy Paper will cure 
your headache? 


Ashamed to sign some of the letters | Want to put your best foot forward? 
you send out? You won’t be if you Your annual report makes a better 
use crisp, bright Hammermill Bond. impression on Hammermill Offset. 


Annoyed when instruction manuals _ Are your file cards limp and smudged 
get dog-eared quickly? Tough, bulky with erasures? Put your new cards 
Hammermill Cover will protectthem. on stiff, strong Hammermill Index. 


Have to get out 200 copiesofamemo __ Tired of hard-to-read bulletins, price 
—rush? Finish the job quickly on changes, reports? Relax with non- 
lint-free Hammermill Mimeo-Bond. curling Hammermill Duplicator. 


(Circle No. 39 on Reader Inquiry Card) 


Graphicopy Papers, like aspirin 
tablets, come in conveniently small 
packages. You can prescribe any of 
19 different Graphicopy grades for 
printing migraines. Which grade de- 
pends on the job and your printing 
equipment. Ask yourself the ques- 
tions below and then call your nearby 
Hammermill supplier. Hammermill 
Paper Company, Erie, Pennsylvania. 


bs Pad 


Does show-through sometimes mar a 
folder or booklet? Try Hammermill 
Opaque and save on mailing costs. 


Raising the roof about delays? Busi- 
ness forms keep production moving. 
Whippet Bond moves fast on presses. 


Clean white cartons open easily, close 
snugly. Re-use them for filing, storage. 
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With the Editors 


A SALUTE TO INTEGRITY 


A FEW DAYS betore the Soviet’s 
stormy petrel, Premier Khrushchev, 
left these capitalistic shores, he ap- 
peared on an interview on a New 
York television station with David 
Susskind, the host of “Open End.” 
The discussion was lengthy and 
belligerent; many thought it un- 
wise, believing that Mr. Khrush- 
chev did considerably better in pre- 
senting his viewpoint against Mr. 
Susskind, a television product, than 
he would have had he been inter- 
viewed by an older and more ex- 
perienced newspaperman. 

We have no comment on the 
quality of the program. Nor its 
wisdom, for that matter. A great 
many people and _ organizations 
were indignant because Mr. Khrush- 
chev was invited to appear at all; 
they felt that such an invitation 
only gave him the opportunity to 
spread anti-U. S. propaganda. 

Our interest is in the aftermath 
of the program. It was sponsored 
by three companies. One of the 
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three immediately cancelled its 
contract alter the Khrushchev ap- 
pearance. Another—a manufacturer 
of office equipment—did not, and 
apparently has no intention of do- 
ing so. Minnesota Mining and 
Manufacturing Company, one ol 
the program’s three sponsors, has 
made no threats of cancellation o1 
any other forms of censorship o1 
reprisal. 

We think, whatever the merits of 
the particular program may have 
been, that Minnesota Mining is to 
be congratulated on its clear con- 
ception of the appropriate role of 
the advertiser in a communications 
medium. This is particularly note- 
worthy when the medium is tele- 
vision, which has been more ruth- 
lessly exploited by advertising 
interests than any other communi- 
cations entity. Here was a program 
that was by its very nature con- 
troversial, that was bound to an- 
tagonize many people for a variety 
of reasons. One sponsor, apparently 


feeling that his advertising support 
gave him the right to dictate pro- 
gram content, acted on that belief 
and withdrew. Minnesota Mining, 
on the other hand, behaved as a 
responsible advertiser should have. 
It had bought air time on a well- 
known and closely followed pro- 
gram to advertise its products. It 
evidently does not believe that 
such a contract gives it any author- 
ity over the contents of the pro- 
gram, or the people interviewed 
on the program. 

It's a healthy sign in a world 
where integrity is all too often 
sacrificed for dollars. And it’s par- 
ticularly healthy when it’s remem- 
bered that Minnesota Mining is a 
manufacturer selling to a great 
many consumers, thousands of 
whom could presumably be preju- 
diced by Mr. Khrushchev’s appear- 
ance, while the advertiser that 
withdrew is a brokerage house cater- 
ing to a small, and presumably 
sophisticated, audience. 


Mr. S. and Mr. K. in one of their rare, amiable moments. 
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Todays low-cost way to automate 
your management controls is with 
Keysort Data Processing 


For the fast, accurate reports you need to establish firm 
management controls; for up-to-the-minute information 
in any number of vital areas such as order and sales 
analysis, inventory, job and labor costing — Keysort is 
the data processing system to use. 

The reasons are many. No restrictive procedures; 
minimum training; remarkable economy; simplicity of 
installation and operation. 

Keysort, in fact, is the only automated data processing 
system flexible enough to fit your business as it stands 
and as it grows. It is the one system adaptable and 
affordable to companies of every size. 

With Keysort you use easy-to-handle punched cards 
—mechanically created for rapid sorting and classifica- 
tion. Figures are automatically tabulated and results 


summarized direct to reports without transcribing. 

Result: Keysort automates your data processing to 
give you the meaningful on-time information you need 
for complete control of your business and profits. 
Monthly, weekly, daily. And at truly low cost. 

Your nearby Royal McBee Data Processing Systems 
Representative has had a wealth of experience in solv- 
ing management control problems. Working with you, 
with your systems and procedures experts, he can offer 
helpful advice about a low-cost Keysort system tailored 
to your individual requirements. 

Call him, or write us at Port Chester, N. Y.—indicating 
the applications in which you are interested—and we 


will be happy to supply you with actual case histories 
from our files. 


ROYAL MCBEE. data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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Office Management 


and AMERICAN BUSINESS 


November 1960 


Vice President-Administration—That’s the 


TARGET FOR TOMORROW 


Their organizations begin preparation 


of office managers for new role 


H. J. Wallis 


NOVEMBER 1960 


WHAT can today’s office manager do to prepare him- 
self—both professionally and psychologically—for the 
major new responsibilities that are opening to him? 

The question is not academic. It is being asked by 
alert men and women across the country. They are 
aware that, in the rapidly changing context of business, 
great new opportunities are going to appear in the 
management function as it relates to paperwork, in- 
formation processing, and communications. As office 
managers, they are on the ground floor of these new 
developments. The question is: just what role do they 
play, what path do they follow to ensure that they 
continue in control, that their place is not usurped 
by some other group. For as the importance of the 
data processing function grows, the rewards of com- 
manding it increase. As the authority and prestige 
of a job increase, the competition among individuals 
of varying backgrounds and training to attain that job 
becomes intense. 

If the main emphasis is to be on data processing 
facilities as such, for example, there would seem to 
be a possibility that the technicians, the men who 
know amd’ work with the computers and the com- 
munications devices, might move into the driver's 
seat. Alternatively, with many companies installing 
their first electronic equipment within the financial 
departments, the controller or treasurer could fall heir 
to expanded powers and responsibilities. 

Business is moving, in other words, into an area in 
which the dominant job, in terms of the non-produc- 
tion activities of the company, has yet to evolve, to 
take final shape and substance. A new type of manage- 
ment role is in the making—a role which will encom- 
pass and direct all the information and communica- 
tions activities of the company as an integrated whole. 
The exact cast that role will take, and, most of all, the 
executive who will fill it, are the unanswered questions. 

In this oncoming contest, the office manager has 
certain serious disadvantages. He has customarily 
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The machines aren’t as important as the changes they bring 


been thought of as part of middle management, rather 
than as part of top management, as has the controller 
or treasurer. As such, he suffers as an individual cer- 
tain built-in disadvantages in reaching for this new 
position. 

But this is a psychological handicap only. Hf he 
can overcome this first hindrance, he has certain ver 
real advantages on his side. 


Sek eS 


ib 


Consider his two most obvious rivals in the coming 
contest for power—the technically-oriented specialist 
and the financial officer. 

The financial man has the most serious initial ad 
vantage over the man in charge of office functions 
simply because he is already in a strong position in 
terms of the company hierarchy. He has been eithe: 
a part of, or close to, the top management group fot 
so long that he is on easy terms with all corporate 
officials. Often, the elaborate new machinery installed 
in offices is used by his department first, so that he 
has a time lead toward gaining the increased authority 
and power the machines confer. 

For that is one of the key points in this contest 
Whoever controls the machine complex—as contrasted 
with those who merely run or program the machines 
will come out on top. 

This is the disadvantage and it will probably prove 
a crippling one—faced by the technicians. 

It is, of course, not the machines per se that are im- 
vortant. It is the changes which they are making in 


S32 Se 


Production, sales—every facet of the company’s activities can be fed by the same data stream. 
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Army of clerical workers in scattered departments can be cut 


For electronic data processing, by its very nature, 
makes most sense when it is used in a centralized 
office, digesting streams of raw information fed in by 
modern communications media. The central point 
co-ordinates the data into meaningful form for in- 
telligent operating decisions. Orders based on those 
decisions are then fed out to the company’s operating 
facilities im the field. 

Since the handling of information, its manipulation, 
and recreation into new forms, is all done at one point, 
the great army of clerical workers in scattered depart- 
ments at scattered locations can be radically cut. And 
so, too, can the responsibilities of the middle manage- 
ment levels and even the upper management levels at 
those locations. How much discretion is left to the 
production manager when production schedules, re- 
quired raw materials, and desired output levels are 
all determined by machine, and supplied to the line 
as operating orders? How many workers are needed 
for sales analysis and forecast when central machines 
can carry out all these projecting operations far more 
efficiently than human workers ever could? 


Processing and communications interdependent 


Data processing and communications, then—these 
are the two great areas of importance. And they go 
together—one is dependent on the other, at least for 
any company doing business in a number of locations. 

They are service functions, but they are gaining the 
ascendency over some primary functions because they 
can determine how well the primary functions are 
carried through. These service functions form the 
brain and the nerve network of the company—the 
directing mechanisms which make it possible for the 
company to do its work. 

And it is these areas which today’s office manager 
may—if he is smart enough and aggressive enough and 
knowledgable enough—stake out as his preserve. He’s 
not going to win this expanded authority by default. 
But he starts with many real advantages if he’s de- 
termined to gain authority over the entire information 
function. 

The feeling among many concerned with this prob- 
lem is that today’s office manager may prove to be his 
own worst enemy in moving up to meet the demands 
of this new position. At a recent forum sponsored by 
the Office Executives Association of New York, and 
devoted to the topic, “What is the Future of the Office 
Manager?”, Robert Slaughter, vice president, McGraw- 
Hill Publishing Company, said: 

“Ofhce managers have long been a timid, shy, apolo- 
getic group—perhaps because of clerical backgrounds, 
perhaps because of the importance attached to selling 
and the company’s products, perhaps because of their 
own limited perspective on the contributions they can 
make to office administration.” 


NOVEMBER 1960 


Harsh words? Perhaps. But they embody a point of 
view which is common in business, and which only 
aggressive and positive action by office administrators 
can overcome. 

Precisely that recommendation was made by another 
of the speakers at the OEA meeting, Edward Riddle, 
Director, Office Administration, Colgate - Palmolive 
Company. 

“The title—office manager, office executive, adminis- 
trative manager—isn’t too important,” he told the 
group. “In a small company of less than 250, the 
office manager is already a ‘vice president’ in terms of 
importance. But it’s in the small company—or small 
office—that the office manager should be analyzing 
what the company’s doing, what it should be doing, 
and what it needs. In medium sized offices specializa- 
tion is beginning, with decision-making areas being 
segregated from information areas. Here office man- 
agers will have to become more aggressive. In large 
offices where specialization is already far advanced, the 
office manager should head up all paperwork produc- 
tion areas—but he’s got to be ready for it and capable 
of it. He must know every facet of company operations 
thoroughly—even if it means he has to go to school to 
learn how to program a computer.” 


The idea that the office manager should wait tor 
someone else to define his role in a rapidly changing 
office hierarchy was attacked. Kendrick Porter, man- 
agement writer, advised the group: 


Be Pas Ah 


Even research activities can draw from common stream. 
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The most 
beautzful, 
exciting new 
typewriter 


since 
typing went electric... 
The New Remington Electric! 


Outstyles, Outperforms, Outsmarts and 
Outdates Any Other Electric in the Field 


Breathtaking breakthrough into tomorrow! The new Remington 
Electric heralds a new dawn of typing ease and comfort for 
secretaries—a new age of impeccable correspondence for letter-signing 
executives, too. Available in 6 soft pastel colors, this fine 

performer speedily moves mountains of paperwork. See the new 
Remington Electric at your local Remington Rand office today! 


Memington. Fland 


DIVISION OF SPERRY RAND CORPORATION 


(Circle No. 65 on Reader Inquiry Card) 
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THE BEST 
INVESTMENT 
WE EVER 
MADE 


stenographic departmen: 
its pgs price, HURON COPY- 
SETTE costs us less than carbon 
paper and second sheets bought sep- 
arately and it saves typing time! 
Because HURON COPY: 
a -ready-to-type correspondence 


Do as I d 
HURON 


tenia read 
| COPYSETTE int 


MANIFOLD CARBON PAPER SETS: 


Address inquiries to Dept.) 


PORT HURON SULPHITE 
clea PORT HURON, f 


On FINEST... 
ASK FOR HURON COPYSETTE NAME 


(Circle No. 63 on Reader Inquiry Card) 
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“He must use the brains God gave him —’”’ 


| 


| Administrative Services 


“If the office manager takes on 
new responsibilities as they develop, 
and uses the brains God gave him, 
the president and vice president 
will take what he presents them 
with. If he knows his job thoroughly, 
he can make responsible decisions, 


| presenting them to top manage- 


ment for a routine OK — or as an 


_ accomplished fact.” 


Bruce Recker, Program Director, 
Divisions, 
American Management Association, 


| contradicted the others in pointing 


out his reasons for believing termi- 
nology is important. 

“The future of the office execu- 
tive is bright; the future of the 
office manager not nearly so bright,” 


_ he said in stressing the fact that the 


American Management Association 


, | had recently changed the name of 


its Office Management Division to 
Administrative Services Division. 
| “The advent of a whole new host 


| of skills and requirements is rob- 


bing the office manager of his scope 
and authority. Those who'll move 
ahead will be those who do not 
contribute traditional concepts, but 
those able to master new skills anc 
abilities. 


Administrator replaces manager 


“The office manager has to move 
out into entirely new areas if he’s 
to become an administrative man- 
ager. And the administrative man- 
ager is replacing the traditional 
office manager.” 

So the consensus certainly seems 
to be that a vacuum has been cre- 
ated by the changes that have oc- 
curred in the office, and it’s a va- 
cuum that will have to filled. How 
does the current office manager in- 
sure that he will be the man se- 
lected to fill it in his company? 

One good way, of course, is to 
realize just what's required in the 
new role, and last month the 
American Management Association, 
through its Administrative Services 
Division, took steps to insure that 
all the aspects of the new role were 
fully explored. special confer- 
ence was held October 17-19 in 
New York, to investigate all the 
phases and implications of the 
changes that have occurred in ad- 
ministrative management. 

Purpose of the special conference 
—the first to be held under the divi- 


sion’s new title—was spelled out in 
this way: 

“For the first time in the history 
of modern management you will get 
a comprehensive briefing on the 
advanced new concepts of the ad- 
ministrative function — those that 
are bringing top pay-offs to forward 
looking companies. 2 

Lionel E. Griffith, International 
Latex Corp., Dover, Del., one of the 
opening day speakers, cited some of 
the reasons for the changing con- 
cept of the administrative function 
—a concept which, in his words, is 
making the administrator a “top 
management official.” 

First, dismissing the old theory 
that paperwork is a necessary evil, 
he said that this belief stemmed 
from a misunderstanding of the 
nature of production. 

“Information used actively and 
intelligently will usually result in 
a successful conclusion to the busi- 
ness in hand,” he declared. “‘Paper- 
work—or its equivalent—properly 
developed and controlled is, thus, 
no more of an evil than any other 
aspect of a business. 

“In the physical and mechanistic 
areas of production it is usual to 
think of production in terms of the 
things produced and to overlook 
the fact that the production proc- 
ess, if adequately designed, accom- 
plishes two things: 

“A. The creation of the prod- 
uct. 

“B. ‘The creation of data relat- 
ing to the product which will, if 
properly used, provide information 
on labor costs, the cost of the prod- 
uct, the time required to produce 
it, and a host of other matters which 
are essential to the profitable selling 
of the product itself.” 

Thus, information is an essential 
part of the product itself and con- 
tributes to its value, if properly 
gathered and used, according to 
Mr. Griffiths. But, to be effective, 
“data production should be an in- 
tegral part of the production op- 
eration and should not be, as it 
frequently is, an interruption in 
the production flow. 

“To be effective and sound, the 
method by which data are intro- 
duced into, and taken out of the 
production flow must be in har- 
mony with the flow itself,” he de- 
clared. (To be continued) 
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Howard K. Smith of CBS, and IBM 7090 will team up for voting analysis. 


BEHIND-THE-SCENES ELECTION DRAMA: 
HOW COMPUTERS WILL SPOT NEXT PRESIDENT 


Univac, IBM, RCA to compete for honor of first election night forecast 


By JOHN ALLAN RHEA 


WHILE THE center arena in the 
current presidential campaign is 
occupied by the Vice President and 
the junior senator from Massachu- 
setts, another contest is taking place 
in the wings. The participants are 
three electronic computers—a Rem- 
ington Rand Univac I, an IBM 
7090, and an RCA 501. The victory 
these computers seek is the first 
and most accurate forecast of the 
1960 election results. 

To achieve this goal, large staffs 
are being trained to operate the 
computers with split-second ac- 
curacy on election night, and data 
from previous campaigns are being 
fed into the machines’ memory 
units. Even before the polls close 
on the evening of Nov. 8, teams of 
computer specialists will go into 
action to prepare forecasts that will 
be broadcast over the three major 


4 RCA will be ready for its first election 
prognostications by Nov. 8, when Richard 
Harkness of NBC and 501 computer will 
be on camera from Wall Street service 
center. 
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SUSINESS 


television networks. By suppertime, 
a majority of Americans should 
know the name of their next presi- 
dent. 


Computers “sample market”’ 


In addition to serving the Amer- 
ican electorate, the computer manu- 
facturers will dramatically demon- 
strate one of the most important 
functions of electronic data proc- 
essing: its ability to estimate prob- 
able results from scattered data and 
thus aid decision making. Predicting 
the outcome of an election is very 
close to the business situation in 
which a simple “yes” or “no” de- 
cision must be made on the basis 
of many different factors. 

Or, to put it in business terms, 
the computers will “sample the 
market” to determine which candi- 
date will be the winner, and by ap- 
proximately how wide a margin. 
Using the same methods, computers 
can predict the nation-wide market 
for a product on the basis of sales 
figures for small quantities of the 
product in a few carefully chosen 
areas. 

Of course, all these predictions 
—political and commercial—can be 
prepared manually. Most of them 
are. Dr. Gallup, for example, uses 
no computers in preparing his prog- 
Nostications. But in cases where 
speed is essential, as it is in some 
marketing applications and as it 
certainly will be on election night, 
computers have elbowed all other 
methods aside. 

To see how the three computers 


will spot the winner long before 
the party wheelhorses and other 
self-styled oracles, consider this hy- 
pothetical situation. Assume that in 
1956 President Eisenhower cap- 
tured 57 per cent of the popular 
vote in East Coast State A. Also 
assume that in West Coast State B 
(a state similar to State A in in- 
come, occupation, rural-urban cleav- 
age, and religious composition) his 
strength was 52 per cent. From 
these data, it is clear that Repub- 
lican preference is 5 per cent less 
in State B than in State A. 

If, in the coming election, early 
returns from East Coast State A 
should indicate that Senator Ken- 
nedy is running well ahead of Vice 
President Nixon, analysts can pre- 
dict with reasonable certainty that 
the Vice President will be in for 
even tougher going in West Coast 
State B. If the voting is close, how- 
ever, and Nixon leads by only 2 
per cent in State A, past statistics 
would indicate that he may lose 
State B by 3 per cent. If West 
Coast State B is essential to put 
him over the top, he will probably 
lose the election. 

Although this process sounds 
simple, in an actual election the 
margins will be much slimmer and 
the comparisons infinitely more sub- 
tle. The complex computations nec- 
essary for untangling the relevant 
from the irrelevant data, and swiftly 
coming up with an accurate predic- 
tion, are beyond the realm of the 
human mind. Here is where the 
computers shine. 

The three computers will base 
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ABC news commentator Don Goddard (seated) gets a lesson in electronic data processing 
from Dause L. Bibby, president of Remington Rand Division, Sperry Rand Corp. 


Rem Rand pioneered electronic election forecasting in 1952 
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their forecasts on analyses of re- 
turns from carefully selected voting 
districts in the eastern states, which 
come in first because they are in 
the earliest time zone. Thus, the 
validity of the predictions will de- 
pend on three factors: the measure 
to which the early returns represent 
the country as a whole, the accuracy 
of the computers in processing this 
information, and the skill of the 
analysts in evaluating it. 


Computer obeys blindly 


It was in this third area that 
Remington Rand Univac muffed 
its chance to make a spectacular 
prediction in 1952, the first election 
in which a computer was employed. 
Only two hours after the first polls 
closed, and with just 3,400,000 votes 
in from scattered eastern states, 
Univac (Universal Automatic Com- 
puter) forecast that General Eisen- 
hower would receive 438 electoral 
votes against 93 for Governor Stev- 
enson. Since the election was ex- 
pected to be close, Remington Rand 
Univac executives looked at this 
landslide prediction with incred- 
ulity. They agreed to change the 
“national trend factor” from the 
40 per cent shift to the Republicans 
computed by Univac to 4 per cent, 
and asked the machine to recom- 
pute. Univac blindly followed these 
instructions and obediently printed 
out a “realistic” prediction that 
was broadcast. 

Shortly afterward, however, new 
information verified Univac’s orig- 
inal 40 per cent trend factor. The 
final result of the election was 442 
electoral votes for Eisenhower and 
89 for Stevenson, just four electoral 
votes away from Univac’s first pre- 
diction. The moral of this story is 
clear for all computer users: Be- 
lieve in the machine, because it 
does only what you tell it to do. 

A sadder but wiser Remington 
Rand group followed this advice 
with gratifying success in the 1956 
presidential election. At 7:15 p.m. 

(EST), with only 293,407 votes 
counted, Univac predicted the final 
electoral totals within 13 votes. At 
9:37 p.m., with only 3,773,345 votes 
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Kennedy or Nixon? Computers will be first to know 


counted, Univac predicted President 
Eisenhower's share of the popular 
vote within 1.1 per cent of the final 
result. 


This year Remington Rand Uni- 
vac has made extensive prepara- 
tions to meet the challenge of two 
newcomers in the quadrenniel 
competition to predict the presi- 
dential electi 1. Since last spring, 
when the company began the 
groundwork for its election night 
program, some $500,000 has been 


spent on election data program- 
ming. A team of one hundred re- 
searchers, programmers, and com- 
puter experts will be on hand when 
Univac’s predictions are aired over 
the ABC television network. These 
predictions will take the following 
five forms: number of states that 
will be carried by each candidate, 
total electoral vote for each candi- 
date, total popular vote for each 
candidate, mathematical odds favor- 
ing the leading candidate, and out- 
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So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


ME 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately 4% ream of 3”x5” 
to 11”’x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automatically collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 


World's Leading Manufacturer of Collating Equipment 


wehee . Dept. E3, 100 Church Street, New York 7, New York 


(Circle No. 80 on Reader Inquiry Card) 


ee i 


and House 


comes of the Senate 
races. 

The physical process of handling 
election data has been considerably 
refined since Remington Rand first 
got into the predicting business. 
Incoming presidential returns from 
key voting areas will be teletyped 
into the company’s service center 
on Park Avenue South. There, the 
returns will be checked by analysts 
and entered into the computer on 
magnetic tape. When enough data 
have been accumulated for a pre- 
diction, a decision will be made to 
halt the input, and within 20 min- 
utes the computer will print out 
its version of the election results. 
Input can then be resumed for 
further computations. Univac’s pre- 
dictions, meanwhile, will be put on 
the air immediately by ABC news- 
men at the service center. 


IBM will join competition 


As would be expected, Interna- 
tional Business Machines is not 
willing to let the prestige of pick- 
ing a presidential winner go to 
Remington Rand Univac by de- 
fault. IBM is getting ready for its 
first full-scale election night cover- 
age for its customer, CBS News. 
Using voting records for every na- 
tional election since 1928 (the last 
election in which a Roman Catholic, 
Governor Alfred E. Smith of New 
York, was a candidate for the presi- 
dency) , IBM believes it will be able 
to prepare an accurate prediction 
alter receiving the first 1 per cent of 
the election returns. (If 66 million 
Americans go to the polls, as some 
observers predict, this would mean 
basing the election outcome on the 
first 660,000 votes.) 

Stored in the 7090 computer are 
the results of a year of preliminary 
research by IBM mathematicians, 
supported by political scientists from 
major universities in 16 states. This 
information covers more than 500 
key precincts and 75 marginal con- 
gressional districts. From these 500 
precincts, which report early on 
election night, CBS reporters will 
telephone results directly to the 
IBM Datacenter in midtown Man- 
hattan. 


At the Datacenter, CBS News 
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Verifax Bantam cater turns out 5 dry easy-to-read copies in 1 minute for 2%¢ each.. 


Buy the copier that doesn't balk at any job! 


No Kodak Verifax Copier — including the $9950 Bantam model—hollers ‘‘Uncle’”’ when you 
want copies of ball-point writing, rubber-stamping, or any duplicator copy. It’s even ready 
to oblige when you want copies made on both sides of a sheet of paper, on printed office 
forms, on card stock, or on whiteprint machine ‘‘masters.”’ 


Get in touch with your local Verifax dealer today and ask for free 
office demonstration. (See Yellow Pages under duplicating or 
photocopying machines.) For free booklet on all Verifax Copier 
models, write Eastman Kodak Company, Business Photo Methods 
Division, Rochester 4, N. Y. 


VERIFAX BANTAM COPIER 
Model A 


mt IO” 4 


other models 


Prices quoted are prices and sat to change without notice 


Verifax Cheating DOES MORE... COSTS LESS. 


(Circle No. 28 on Reader Inquiry Card) 
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TV networks will carry computers’ election predictions 


correspondent Howard K. Smith 
will use this information to broad- 
cast answers to such questions as 
“How solid is the South for the 
Democrats?” “Is Nixon winning the 
traditionally strong Republican 
areas that are indispensable to 
him?” “Are voters dividing on re- 
ligious lines?” and ‘“‘Are the farm 
states breaking away from the Re- 
publicans?” These answers will be 
available instantly, and there will 
be no need to halt input while the 
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computer is answering questions. 

This information will also be 
transmitted instantaneously to CBS 
election headquarters, some two 
miles away, where Edward R. Mur- 
row, Walter Cronkite, and other 
members of the election team will 
be reporting. This will be done via 
a special “data link” that enables 
the giant 7090 to “talk” over a tele- 
phone line to a high-speed printer 
at CBS News studio 65. 

Another IBM computer — a 


The greatest thing in 


carriages since babies 


high quliy WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You’ll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
eating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultikKopy Durametric Carbon Papers 
Always send a “Time-Saver"’ courtesy carbon copy 


F. S. Webster Company + 3 Amherst Street + Cambridge, Mass. 
(Circle No. 84 on Reader Inquiry Card) 


RAMAC (Random Access Method 
of Accounting) 305—will be used 
at CBS election headquarters to 
keep a running tabulation of the 
voting. As reports come in to the 
studio from wire service teletypes 
and the network’s own telephone 
correspondents, coded cards will be 
punched on card punching ma- 
chines. These cards will then be 
rushed by conveyor belt within 
eight seconds to the RAMAC, which 
will search its memory, check the 
information against previous data, 
print reports, and flash the latest 
national voting results on a light- 
board for the television audience. 
The RAMAC, according to IBM. 
can process each incoming item ol 
information within three seconds. 


The third entrant in the “elec- 
tronic election sweepstakes” is Radio 
Corporation of America, which will 
prepare forecasts for its sibling 
NBC radio-TV network. Assisting 
in this project, which has been 
termed “Operation Ballot,” will be 
C-E-I-R, the largest independ- 
ent computer services firm in the 
country. Predictions will include 
the winner of the presidential race, 
electoral vote split, total popular 
vote, and popular vote split. The 
computer will not forecast state and 
local contests. 


50 key precincts analyzed 


Of the three computer manufac- 
turers, RCA is the only one with 
no election experience, since it en- 
tered the data processing industry 
less than two years ago. Yet, the 
company will be trying for a home 
run the first time at bat, and hopes 
to have some indication of how the 
voting is going when the Chet 
Huntley-David Brinkley newscast 
goes on the air at 6:45 p.m. (EST). 


Under the RCA system, national 
election returns will be collected 
at NBC headquarters, Studio 8H 
in Rockefeller Center. Within 38 
seconds after receipt of returns in 
the form of teletype copy, they will 
be transmitted to RCA’s service 
center at 45 Wall St., and processed 
by the 501 computer. Barometric re- 
turns from 50 early-reporting pre- 
cincts will be telephoned directly 
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Even after hundreds 
of imprints, 
the Elliott 


2 — addressing stencil 


gives a 


‘clean- cut 
impression 


J ELLIOTT 
vo 


Merrimack-Essex Electric Co. 
121 Merrimack Street 
Haverhill, Massachusetts 


~~ 


EVERYTHING SHARP AND CLEAR, NO FUZZY EDGES, 

NO BROKEN LETTERS, NO SMEARS with the famous light-weight Elliott 
addressing stencil, even after long usage. This is the stencil that packs so compactly, 
handles so lightly, perfectly designed for selectivity operation — all at an 

incredibly low cost. This is the stencil that can be typed on any ordinary typewriter, 


no expensive special equipment necessary. 


That’s why businesses big and businesses little all over the country 
use the Elliott Addressing System, designed to suit mailing lists 
from hundreds to millions, to address mailing pieces 

from small size cards to mammoth broadsides. 


ELLIOTT 


35,000,000 Americans moved last year. The Elliott Addressing 
System easily keeps pace with your ever-changing mailing lists. 


Elliott AAA 7 M hi ia p y 
143 Albany St., oan. OM-110, Cambridge, Mass. 
Please send me information about the cost-saving 


Elliott Addressing System suited to my size mailing list, 


which is 
Name & Title 
Company 
LIGHTWEIGHT — a whole TYPEWRITEABLE — anyone MAXIMUM SELECTIVITY: Senciieen 
rayload of 125 stencils whocanrunatypewriter  Elliottcan automatically _ 
weighs only 8 ounces. can make stencils. imprint specially chosen Street & No 
names for any special 
job. Hundreds of selective City. Zone. State 


(Circle No. 29 on Reader Inquiry Card) addressings possible. 
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ORDINARY 
REINFORCED SHEETS 


SHEETS REINFORCED 
WITH “MYLAR"* 


ah te 


Sheets reinforced 
with Mylar lie flatter 
feed faster. . . cut costs 


No need for slow, costly hand feeding when you use sheets reinforced 
with “‘Mylar’’. Tough, thin ““Mylar’’* polyester film reinforcing lets 
sheets stack evenly, makes possible economical, high-speed printing 
. .. up to 9,000 sheets per hour on standard equipment. 

Also, with sheets reinforced with ‘““Mylar’” you can use less costly 
two- and three-ring binders and still cut replacement costs, insure 
against pull-out at the ring holes. 

Ask your supplier for sheets reinforced with ‘““Mylar’’ today. You’ll 
be happy to learn they’re less expensive than the old-fashioned kind. 
The Du Pont Co., Film Department, Wilmington 98, Delaware. 


*“ Mylar” is Du Pont's reg- 
istered trademark for its poly- 
ester film. Du Pont manu fac- 
tures the base material— 
**Mylar’’—not finished rein- 
forced sheets. 


DU PONT 


MYLAR 


Af¢ us pat OFF 
BETTER THINGS FOR BETTER LIVING 
. . « THROUGH CHEMISTRY 
(Circle No. 26 on Reader Inquiry Card) 


POLYESTER FILM 


Voting trends projected es 
to the Wall Street center by NBC f © 
field reporters. ex! 
There, the data will be trans- § Pa! 
ferred to paper tape for input to § filr 
the computer. After eight minutes F ch¢ 
of input, the computer will stop f ,,, 
accepting data and go into a two- 
minute “compute” cycle. Election - 
forecasts will be printed out at the § 
end of this cycle, and the procedure f he 
will begin all over again. Richard § to 
Harkness of NBC News will an- 
nounce these forecasts during on- | Th 
camera broadcasts from Wall Street. § 49 
Behind the scenes at “Operation § go, 
Ballot” will be more than a hun- 91 
dred computer specialists, political 
scientists, and other experts. This | ™ 
team will go into operation at 2 | it 
p-m. and continue its work for at 
least 12 hours until the presidential 


race has been finally decided. 


“Dewey Defeats Truman” 


" Preliminary work consisted of a 
depth study of American voting 
habits dating back to the 1948 pres- 
idential election. These findings 
were transformed into a mathe- 
matical model used by RCA and 
C-E-I-R programmers to write more 
than 20 programs for the 501. Data 
used in the model include demo- 
graphic analyses of each state's 
population by geographical areas, 


| tions, income levels, age, religious 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


degree of urbanization, occupa- 


affiliations, and other categories. 
These facts, stored in the comput- 
er’s core memory, will form the 
| basis for projections of the popular 
| and electoral votes. 


All this electronic wizardry will 
be expensive—the cost may reach 
several million dollars—for the com- J 
puter manufacturers and networks. 
But these staggering costs can be 
justified by a few positive results: 
greater public awareness of the wide 
scope of electronic data processing J 
and the excellent practice that com- 
puter specialists will get in op- 
| erating their machinery under 
| “stress” conditions. 

With all these preparations, it] 
| would be chastening indeed if the 
| computers were to repeat the blun- 

der committed by the Chicago 
Tribune in 1948, when its first- 
edition banner headlines pro- 
claimed: “Dewey Defeats Truman.” 
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The new XeroX 914 Office 
Copier does not require 
expensive sensitized 
paper, or intermediate 
film negative, or liquid 
chemicals. It copies di- 
rectly onto standard of- 
fice paper (plain or col- 
ored), your own letter- 
head, or card stock. Up 
to 6 copies per minute! 


There are no adjustments 
to make and no exposure 
settings with the XeroX 
914 Copier. Material 
waste—the biggest cost 
item in conventional 


copying—is eliminated. 
Each copy is an exact 
copy of the original— 
saves a stenographer’s 
time in proofreading as 
well as copying. 


Copies everything—never 
misses a color! A letter, 
invoice, statement, con- 
tract—anything written, 
typed, printed, stamped 
or drawn can be copied 
on the new XeroX 914 
. even pages in a thick 
bound book. Copies all 
colors, even reds and 
blues, with sharp black- 
on-white fidelity. 


Easiest of all office copiers 
to operate for multiple 
copies or just one. Sim- 
ply push the “Print” but- 
ton and copies flow! Any- 
one can make perfect 
copies every time on the 
XeroX 914 Copier. 


About 1¢ per copy for sup- 
plies. If you now spend 
$50 or more per month 
for copying supplies you 
can’t afford to be without 
the new XeroX 914 Cop- 
ier. Supplies cost about 
1¢ per copy; the machine 
is available without capi- 
tal investment on a 


unique pay-as-you-use 
plan starting at $95 a 
month. 


For complete information 
about this remarkably 
fast and inexpensive 
method of copying, write 
HA.omw Xerox Inc., 9X- 
250 Haloid St., Rochester 
3, New York. Branch of- 
fices in principal U. S. 
and Canadian cities. 
Overseas: Rank-Xerox 
Ltd., London. 


HALOID 
XEROX 


(Circle No. 38 
on Reader Inquiry Card) 
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THE CASE FOR SYSTEMS ANALYSIS 


Four objectives are simplicity, speed, economy, accuracy 


By RAYMOND DREYFACK 


Director of Tabulating Systems 
Faberge Perfumes, New York 


REMEMBER the last time you 
bought a suit? Remember how, 
after you decided that the gray 
tweed was what you really wanted, 
another person stepped into the 
picture? This little man, with a 
length of measuring tape draped 
over his shoulder and a piece of 
tailoring chalk in his hand, looked 
you over appraisingly, gave the 
suit a tug here and a pull there, 
and then proceeded to measure 
sleeves, waist and trousers, and 
mark up the garment like an artist 
on a spree. 

This gentleman, in case you're 
wondering, is an experienced sys- 
tems analyst. He first looked you 
over and carefully studied the prob- 
lems presented by your frame, 
noting exceptions and_ irregulari- 
ties. Next, he decided just what 
processing would be needed to 
come up with a good finished prod- 
uct. He then went on to chart his 
findings and issue a manual of 
instructions (in the form of chalk 
marks) to the tailors—or machine 
operators—whose job it is to put 
his recommendations into effect. 


When this was done he passed to 
the next customer to consider 
another job project in search of 
a systems survey. 

These are the steps in systems 
analysis: investigation of the prob- 
lem, planning the best solution, 
writing directions for others to fol- 
low. Any business—in fact, any or- 
ganized activity at all—needs a 
systems person to perform these 
vital functions. Without systems 
planning, the seeds sown would 
be confusion, the harvest, chaos. 
Thus, systems planning has four 
objectives: simplicity, speed, econ- 
omy, and accuracy. 

Let’s analyze Step 13 of the 
operating manual of the XYZ Man- 
hole Cover Manufacturing Com- 
pany. It reads as follows: “13. 
Arrange cards into numerical se- 
quence according to account num- 
her classification.” 

This is a reasonable instruction, 
but quite a mouthful. The average 
person would probably have to 
read the sentence two or three 
times in order to digest its mean- 
ing. Perhaps the person who wrote 
the instruction was unconsciously 
trying to strut his vocabulary be- 
fore subordinates—a common hu- 
man failing. 


Effective business systems break the bottlenecks of confusion, waste, time lags. 
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How much easier it would have 
been to state the step like this: “15. 
Sort cards into account number 
order.”” This would have to be read 
only once. Communication would 
be immediate, not confused by 
polysyllabic double talk. 

A major responsibility of man- 
agement is to translate thoughts 
to a clerical and operating level. 
The method of translation will in- 
fluence—perhaps more strongly than 
any other single factor—the method 
used in taking the action de- 
sired. Efficient communication often 
spells the difference between under- 
standing and confusion. Simplicity 
of expression is one of the prime 
objectives of the systems analyst. 


There is one best way 


Of equal importance is simplicity 
of procedure. There are innumer- 
able ways to solve a given problem. 
There is only one best way. Since 
simplicity and efficiency are long- 
standing sidekicks, the best way is 
usually the least complex. Before 
a decision is reached concerning 
the most adaptable solution to a 
problem, it might be a good idea 
to test it against this check list. 

1. Is all the information on the 
document or report useful and 
necessary? 

2. Can specific steps of the pro- 
cedure be eliminated, shortened, or 
combined with other steps? 

3. Can steps be arranged in such 
a way that a single person can stay 
with the job as long as possible 
before having to turn it over to 
other people? In other words, have 
related tasks been combined to the 
fullest extent? 

4. Are specific parts of the opera- 
tion being performed by people 
specially geared for the tasks in- 
volved? Are clerks doing clerical 
work, machine operators operating 
machines? 

5. Are tasks being assigned 
according to levels of intelligence 
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and ability equal to the work in- 
volved? Is a slow moving individual 
struggling with a complicated job? 
Is a bright, creative person being 
wasted on dull routine? 

6. Is a step or procedure in effect 
simply because “‘that’s the way it 
was always done?” 

7. Has a determination been 
made that information produced 
isn’t available more simply or 
economically from another source? 

8. Can the sequence of steps be 
changed in any way that might in- 
crease the speed or ease of process- 
ing? 

9. Can information on_ several 
reports be combined to eliminate 
extra reports? 

10. Is coding used to advantage? 
Can codes be shortened or simpli- 
fied? 

11. Are batches small enough for 
easy handling and _ balancing? 

12. Has every possible effort been 
made to reduce peak load situa- 
tions by redistribution and resched- 
uling? 

13. If overtime is a necessary 
evil, has slack time of unaffected 
employees been utilized to help 
relieve the situation and relax pres- 
sures? 

14. Are intra-departmental traffic 
and phone calls under adequate 
control? How much of this can be 
classified as business, and how 
much as social activity? 

15. Is the office laid out with 
good access to files that are used 
extensively? Are enough cubby- 
holes, storage bins, and cabinets 
available so that reports and other 
documents may be kept in their 
designated places with a minimum 
of effort? 

16. Are clean-up tasks properly 
supervised so that confusion isn’t 
created by things lying about? 

17. Is source material flowing 
into the department according to 
a pre-planned schedule? 

18. Are written and verbal in- 
structions simple and clear? 

19. Is anything being done in an 
awkward way because of the lack 
of a proper tool or processing aid? 

20. Do improper working condi- 
tions, such as too-harsh light, noise, 
or too-warm temperature cause dis- 
traction or other work deterrents? 

Simplicity is closely interwoven 
with speed, economy, and accuracy. 
Although the above list is obviously 
not complete, the questions may 
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“Systems analyst” at work: First he studies problem, then notes exceptions, de- 
cides what processing is needed, charts his findings, and issues instructions. 


stimulate thought and suggest addi- 
tional factors specifically related to 
a particular problem. 

Of equal importance is speed. 
The most comprehensive report is 
of little value if received too late. 
A stock status summary showing 
items in short supply should indi- 
cate to the purchasing agent what 
is needed today, not two weeks 
ago. With service as the keynote 
of modern industry, speed has be- 
come the keynote of service. The 
day of flying pencils and hectic 
entries is passing. In the well 
planned office, fast results are a 
by-product of the normal opera- 
tion. Speed should be systems- 
geared rather than pressure-geared. 

Planning and _ evaluation—fol- 
lowed by revision where necessary— 
imply the presence of increased 
speed as an almost inevitable by- 
product of the systems function. 
Can steps be combined, eliminated, 
or simplified? Can coding be abbre- 
viated? Is the fastest and most 


feasible equipment being used? 
The best method of balancing? 
Would the labor and time saved 
by using more sophisticated equip- 
ment warrant the cost of the ma- 
chines? Are reports being dupli- 
cated? Is the priority and usage of 
reports being reviewed _ periodi- 
cally? 

These questions, and a hundred 
more, must be carefully considered 
on a periodic basis. Methods and 
machines, planning and evaluation, 
keeping abreast of new develop- 
ments, new gimmicks and _ short- 
cuts—all will contribute in some 
part to one of the major objectives 
of any office operation: getting the 
information to management in time 
to do the most good; getting the 
documents, invoices, checks, and 
statements to customers and ven- 
dors with a minimum lag in proc- 
essing. 

In the area of economy, some 
of the most involved and ex- 
haustive studies of the systems 
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AUTOMATION IN THE OFFICE 


OFFICE MANAGEMENT and AMERICAN 
BUSINESS has been the pioneer publi- 
cation in the field of “Automation in 
the Office” since its earliest discus- 
sion stages. O.M. and A.B. main- 
tains its authority with a continuing 
every-issue coverage of the news, 
trends and implications of this mod- 
ern technique! 


Look to these pages for latest devel- 
opments and case histories that point 
the way to effective application of 
automation in your over-all office 
operations. 


Office Management 
and AMERICAN BUSINESS 


The Magazine of Administration and Systems 
A GEYER-McALLISTER PUBLICATION 


212 Fifth Avenue, New York 10, N. Y. 


Here are some typical features on 
automation in recent issues. 


Magnetic ink character reading devices, op- 
tical scanners promise revolution in input 
problems and time lag.............. July 


Sweeping personnel changes foreseen as re- 
sult of automation..............-. August 


Middle and top management levels will be 
affected by automation........ September 


Computer service centers promise electronic 
data processing for all American business 
October 
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Study systems cost 


analyst must be made. “Before and 
after” statistics should be drawn 
in detail and analyzed carefully. 
Cost factors must be recorded and 
compared for alternate systems. 
The following check list may touch 
off further thought on specific 
problems. 


1. What are payroll costs under 
the old system as compared with 
the new or proposed set-up? (Don’t 
forget fringe benefits.) 

2. How will the cost of new 
equipment compare to the cost of 
equipment being abandoned? 
(Don’t forget to include possible 
recovery costs) 

3. What are space requirements 
and costs of the new system as com- 
pared to the old one? 


4. How do the costs of accessory 
items and tools compare for both 
systems? 

5. How do the costs of forms, 
stationery, and printing compare 
for both systems? 

6. Are savings in other depart- 
ments or areas of the company pos- 
sible as a result of the new system? 


7. What, if any, is the value to 
be placed on managerial or execu- 
tive time saved as a result of the 
new system? 


8. What monetary gain can be 
expected due to increased accuracy 
or speed? For example, will better 
service, produced as a result of 
streamlining procedures, bring in 
new business? Will plant produc- 
tion costs be reduced? 


9. What will be the training ex- 
pense under the new system as com- 
pared to the old? 


10. Will savings be incurred as 
a result of reduced overtime bur- 
den? 


11. How much will the transition 
from the old to the new system 
cost? (Include dual processing, in- 
stallation costs, added wiring, and 
obsolescence of usable equipment.) 


12. Is it possible to save money 
by farming out work to service 
bureaus? 

The greatest fear of most auditors 
is the perfect accounting system, 
the seemingly flawless manager. 
Such a condition would be un- 
canny. A state of perfection is im- 
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Now you can run your duplicating machines or 
small offset presses at top speed all day! There’s 
no problem—no slow-down—when you use Nekoosa 
Papers. Electronically controlled equipment at our 
mills precision-cuts all Nekoosa Papers to just the 
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stop “paper indigestion”’’.. 


feed your high-speed 
office machines 
precision-cut 


“Wehoosa. 


COMMUNICATION 
PAPERS 


exact size. There are never any rough or crooked 


edges to cause you trouble. And Nekoosa Papers 
lie flat—never curl—never wrinkle. You always get 
perfect reproduction—plus high-speed performance! 
On your next paper order, it will pay to say Nekoosa! 


NEKOOSA-EDWARDS PAPER COMPANY - Port Edwards, Wisconsin 
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Accurate system can prevent pitfalls 


mediately suspect. We all make 
mistakes. Those of us with reason- 
able intelligence learn by our mis- 
takes. Mistakes, properly observed 
and considered, help us to prevent 
their future repetition. 


This point, from a systems plan- 
ning viewpoint, is a primary func- 
tion—that of providing controls and 
safeguards against error. Potential 
trouble spots can be anticipated in 
advance. Numerous tricks and de- 
vices have been designed to aid 
the systems analyst in this area. 


First, there is the auditing ques- 
tionnaire. Its purpose is to examine 
an operation under a_ high-power 
magnifying lens, and provide in 
advance a series of test points, 
geared to disclose any possible 
loophole of error or fraud. In addi- 
tion, test runs and so-called pilot 
operations may also help uncover 
loopholes before they can develop 
into pitfalls. Write-ups and flow 
charts outlining similar operations 
in other organizations also serve as 
checking and comparison media. 
Then too, there is the wealth of 
literature available in management 
publications, which is designed to 
improve efficiency and assist in the 
establishment of stronger operating 
and management controls. 


The need for accuracy cannot 
be too strongly stressed. It is obvi- 
ous that if information is mislead- 
ing, action taken on the informa- 
tion will be incorrect. If the 
amount of an invoice is in error 
and a customer is overcharged, ill 
will results; if he is under-charged, 
potential profits are lost. 


Accuracy and efficiency build 
confidence and prestige. Inaccuracy 
undermines. It is the prime respon- 
sibility of the systems analyst to 
provide tight controls at the outset 
of an operation, maintain a check 
network at strategic points along 
the way, and test the controls con- 
stantly. Here are some loophole 
plugging aids that may ensure 
maximum accuracy and control. 


1. Are control totals established 
for all documents that come into 
the department for processing? 

2. Are all available verification 
features—mechanized or manual— 
being used? 
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3. Are pyramiding controls main- 
tained where feasible? In a sales 
application, for example, a daily 
control would be taken for billing. 
This would tie in on a cumulative 
basis with weekly, monthly, and 
annual controls. Sales reports, in 
turn, would then tie into the pre- 
established totals. 


4. Has each step of the procedure | 
been adequately tested? It is all | 


too easy to slough over unobtrusive 
details. 

5. Is a responsible supervisor or 
control clerk charged with the duty 
of vouchsafing the accuracy of work 
produced? 

6. Are inter-departmental con- 
trols properly established and 
maintained? Is liaison smooth and 
uncomplicated? Do personal prob- 
lems or jealousies interfere with 


effective processing and co-ordina- 


tion? 


7. A word of caution: Are you 
going overboard on controls? Are 
you investing a hundred dollars a 
week, for example, to safeguard 
the accuracy of a freight bill appli- 


cation where the average expected | 
loss might be less than thirty dol- | 


lars a week? 

8. Has a network of accounta- 
bility been established to point the 
finger at error committers, and 
take action where needed? 

9. Have procedures been care- 
fully examined to make sure in- 


structions are not being misinter- | 


preted by operating personnel? 

10. Is there a follow-through sys- 
tem to determine that loopholes, 
once detected, are being plugged 
forevermore? 


11. Is the attitude of one or more 
persons in the department condu- 
cive to inaccuracy? If an error is 
made, is the person involved prop- 
erly concerned, or does he just 
shrug his shoulders when informed 
of it? 

In many companies, the function 
of systems analyst is being per- 
formed by individuals with widely 
diversified titles. But whatever the 
title, and whatever the operation 
involved, these four components of 
systems analysis are applicable to 
all: simplicity, speed, economy, and 
accuracy. 
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| ...for every office use 
_...in every size and color 
| 
| 


NEKOOSA BOND 

NEKOOSA LEDGER 
NEKOOSA DUPLICATOR 

NEKOOSA MIMEO 

| NEKOOSA MANIFOLD 

| NEKOOSA OFFSET 

NEKOOSA FAX 

NEKOOSA MASTER-LUCENT 


Naw End-opening 


protective carton. Withdraw 


paper as easily as you 
withdraw a cigarette! 


ORDER FROM YOUR 
NEKOOSA PAPER 
MERCHANT OR 
STATIONERY STORE 
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NEKOOSA-EDWARDS PAPER COMPANY 
Port Edwards, Wisconsin 


Mills ot Port Edwards and Nekoosa, Wisconsin, 
and Potsdam, New York 


(Circle No. 59 on Reader Inquiry Card) 
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Through use of a computer service center... 


Customer glances apprehensively as clerk records her sale, National Cash Register’s 
Sales-tronic 21 simultaneously creates punched paper tape for processing on computer. 


RETAIL CHAIN GAINS BETTER SALES FIGURES 
FASTER—WITHOUT RAISING COSTS 


PO THE AVERAGE small business 
man, the world of electronic data 
processing is a frightening one in- 
deed. In his mind it is a world of 
multi-million-dollar Goliaths spew- 
ing forth reams of esoteric data and 
defiantly flashing their myriads of 
lights while he, a foresaken David, 
cringes in a corner. These night- 
mares are especially common in the 
field of retailing. 

Low-cost’ computing—now = avail- 
able to the medium sized _ retailer 
through lease, purchase, or on a 
service bureau basis — promises to 
change this picture. A computer 
that uses punched paper tape and 
rents for about $2,000 a month 
can provide daily information on 
geographic distribution of inven- 
tory by sales areas, department sales 
trends, existence of weak and strong 
sales areas, and sales performance 
by departments and by stores. For 
the retailer who cannot afford this 
price, computer service centers of- 
fer sales analysis programs tailored 
to the customer's needs and budget. 

An example of how these centers 
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Sales figures from Clark’s discount houses (top of facing page) are processed on Bendix G-15 at Mountain Data Systems (above). 


can serve retailers is the work of 
Mountain Data Systems, Bedford 
Hills, N. Y. (See “Automation in 
the Office,” Office Management and 
American Business, September, 
1960.) This is one of the nation’s 
first—perhaps the only—small-scale 
computer center devoted entirely to 
the processing of business data. Its 
customers include a market research 
firm performing nation-wide sur- 
veys and a chain of five, geographi- 
cally dispersed discount houses. 
Equipment consists of a complete 
Bendix G-15 computer system, a 
National Cash Register add-punch 
for creating paper tape, a Friden 
Flexowriter for programming and 
correction work, and a few small 
adding machines. ‘Three full-time 
workers operate the center in upper 
Westchester County, less than an 
hour’s drive from New York City. 

While the service center is small, 
its applications may extend through- 
out retailing. Mountain Data is 
proving that a small staff and a 
minimum of inexpensive equipment 
can produce fresher, more complete, 
and more reliable marketing infor- 
mation than has been economically 
feasible before. 

A similar service center, which 
also uses a Bendix G-15 computer, is 
A.S.C. Tabulating Corp., Lake 
Bluff, Hl. This center specializes in 
accounting work. According to 
A.S.C. President Charles A. Bail, 
the computer can process a monthly 
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financial report with 300 bookkeep- 
ing entries for a cost of $10. For a 
thousand entries, the suburban 
Chicago firm charges about $35. 
The two centers operate along 
similar lines. Their customers usu- 
ally prepare their own punched 
tape, which they send to the centers 
each day by air mail. In a retail 
store, these tapes are created by 
special cash registers that simultane- 
ously record each sale and punch it 
into tape. An accountant can pro- 
duce his own tape on any adding 
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This Friden tape punching machine is one method of preparing input for the computer. 
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or bookkeeping machine with a tape 
punching accessory. These machines, 
which also prepare tapes for proc- 
essing payroll, inventory, invoicing, 
and other operations, are priced 
from about $2,000 to $4,000. 

When the retail store tapes (five- 
channel) arrive at Mountain Data, 
they are spliced together end-to-end 
in cash register order, and reeled 
on to a large tape spool. These 
spools are assembled on an indivi- 
dual store basis, and the roll itself 
is coded by store and date. Reports 
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Service centers provide retailers with timely sales analyses 


are prepared daily and returned, on 
the average, within two days after 
the customer mailed in the tapes. 
The information that goes into the 
daily reports is stored on reels of 
magnetic tape for use later in pre- 
paring weekly and monthly reports. 
One reel of magnetic tape has the 
capacity for storing monthly sales 
data for three large retail stores. 
Mountain Data’s biggest customer 
is the five-store chain of Clark’s dis- 
count houses. For these stores, the 
service center prepares sales analysis 
reports that allow management to 
supervise the selling activity of an 
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individual department or store, and 
to detect immediately the existence 
of weak sales areas. The reports also 
are accurate instruments to check 
the turnover of merchandsie. All of 
these reports are printed out of the 
computer by an automatic type- 
writer at a rate of seven digits a 
second. 

Another benefit that Clark’s de- 
rives from the program is_ the 
ability to forecast seasonal and local 
buying trends. “This is an extremely 
important phase of chain store op- 
eration,” according to Joseph Moun- 
tain, president of the computing 


MOUNTAIN DATA SYSTEME, INC. 
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Input medium is punched paper tape ... air mail speeds tapes to Mountain Data. 
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firm. “Since the nature of their 
business requires that they operate 
on a quick turnover basis, some of 
the operators do very little or no 
warehousing, and vendors are in- 
structed to ship directly to the op- 
erating units.” 


In addition, sales analyses are 
helpful in maintaining an up-to- 
date record of layaways and returns. 
A high record of returned goods in 
a department may suggest that one 
of its products is of inferior quality 
and that adjustments are necessary. 
The computer does not analyze 
sales of individual products, how- 
ever, merely total department sales. 
While product sales analysis is pos- 
sible under the system, the time and 
expense of preparing data at the 
stores is prohibitive for most retail- 
ers. 

Accuracy is maintained through 
a proving operation. Accompanying 
each package of tapes is a summary 
sheet containing a record of the total 
sales on each tape. After totals are 
printed out of the computer, they 
are proved against these summary 
sheets. Overages and shortages are 
entered manually on the daily re- 
ports. Another checking feature is 
used at the point of sale. If the 
clerk knows she has entered a wrong 
amount or wrong department in 
recording a transaction on tape, she 
depresses a “‘void’’ key and punches 
the same incorrect entry again. 
Then, she punches the correct en- 
try. These void entries appear on 
the reports, but are automatically 
subtracted from all gross sales totals. 


Although Mountain Data has 
been in operation little more than 
a year, general manager Nelson 
Marsh foresees many new applica- 
tions for low-cost computing. Pay- 
roll programs, for example, are 
being developed to compute over- 
time and piecework, Social Security 
and income tax. The center pres- 
ently is writing a payroll program 
for the National Commercial Bank 
of Albany, Albany, N. Y. 

Another possible application is an 
inventory control program for 
liquor stores. Such a program would 
enable these stores to tighten their 
inventory control procedures and 
to reduce the cost of keeping 
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J. W. Haslett, Methods and Procedures Manager, Shell Oil Company 


Shell Oil Company’s new automated system 
speeds the processing of paperwork involving 
60,000,000 forms. The system maintains a high 
degree of accuracy, and has improved billing 
service to over 1,000,000 credit card customers. 


The basic unit in the system is the sales ticket— 
a two-part tab card set. At the time of sale, the 
customer's credit card is used to imprint his 
name and address; the details of the transac- 
tion are entered by hand. Part 2 of the ticket 
goes to the customer. The tab card (Part 1) 
is forwarded to the company’s main office, 
where the handwritten information on the card 
is punched into the card itself. 


The cards are mechanically sorted and filed by 
account. At the end of a billing cycle, they are 


How Shell Oil gets out 50,000 statements a day 


run off on electric accounting machines which 
automatically print a complete statement and 
punch a return card for the customer. After 
being microfilmed as a permanent record, the 
cards are sent with the statement. 


Au‘omation has virtually eliminated transcrib- 
ing errors. Processing is faster at every stage, 
from the point of sale to the reconciliation of 
receipts. The sales ticket is a specially designed 
Moore form—the Company’s control in print. 


The Moore representative worked closely with 
Shell in developing the forms that make this 
ADP (Automated Data Processing) system 
work. For more details on what Moore can do 
to speed your paperwork, get in touch with the 
nearest Moore office. No obligation, of course. 


MOORE BUSINESS FORMS, INC. 
Niagara Falls, N. Y. - Denton, Texas 
Emeryville, Calif. - Over 300 offices 
and factories throughout the U. S., 
Canada, Mexico, Cuba, Caribbean 
and Central America. 


MOORE BUSINESS 
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Automate your 


office duplicating 


a 
automatically 
@ feeds @ interleaves 


e strips @ removes lint 
@ counts @ adds ink 


The Tempo Geha 250 DA opens up a wide 


range of possibilities in the production of | 


all types of office printing such as office 
forms, letterheads, bulletins, cards, etc., in- 
cluding color work. 


You'll be delighted with the “print-like” | 


copies produced in your own office with 
regular personnel. Its automatic features 


assure simplicity of operation, quality con- | 


trol at all stages of the run. Cleaner to use, | 


too, because hands never come in contact 
with ink.. And — the built-in ink cartridge 
is as easy to change as a ball-point pen. 


TEMPO-TRONIC-—electronic stencil-making 
machine. Electronically 
. makes stencils to fit 
"\ any duplicator by auto- 
matic scanning pro- 
cess — direct from any 
master copy including 
photos, drawings, art, 
hand or typewritten 
material. 


ASK FOR FREE DEMONSTRATION of the | 


250 DA in your office without obligation. Pin 
coupon below to your letterhead and mail today. 


TEMPO. 


Everything for Stencil Duplicating 


MILO HARDING COMPANY 
Established 1904 
Monterey Park, California 
Los Angeles « Pittsburgh « San Francisco 
Washington, D.C. « Mexico D.F. and dealers everywhere 


MILO HARDING CO. 

192 Tempo Bldg., Monterey Park, Calif. | 
() Arrange 250 DA demonstration 

1 © Send 250 DA literature 

1 O) Send Tempo-tronic information 


1, 


Address. 


(Circle No. 40 on Reader Inquiry Card) 
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Accountants also use computer service centers 


break-downs of the types of liquor 
sold, as required by state liquor 
laws. Of these applications, Marsh 
says, “We are looking for areas 
where we can do things that punched 
cards can't do as economically.”” It 
is this field that Mountain Data is 
prepared to serve: the large number 
of businesses that cannot afford 
giant data processing systems of 
their own but which are too com- 
plex for a small punched card sys- 
tem. 

A.S.C. Tabulating, meanwhile, is 
concentrating on serving public ac- 
countants. An example of their 
customers is the accountant who 
does the books monthly for 30 small 
stores. Instead of entering the 
monthly figures by hand and doing 
calculations manually, he merely 
enters all the figures for each of the 
30 stores on a bookkeeping machine 
that creates a single, eight-channel 
punched paper tape. He then de- 
livers or mails this tape to A.S.C. 
Tabulating and receives 30 separate 
printed reports by return mail. The 
reports show complete results for 
the month and for the year to date, 
and even include the percentage of 
individual expense categories to 
income. 


Hourly reports possible 

At the Illinois service center the 
Bendix G-15 performs four opera- 
tions simultaneously: It reads cur- 
rent information off the tape, reads 
information about previous opera- 
tions off punched cards, does the 
sorting and calculating, and punches 
up-to-date information on cards 
from which the report is prepared 
by an off-line printer. According to 
A.S.C. President Bail, existing busi- 
ness machines can process a month- 
ly financial report that requires 
eight hours for an accountant to 
complete manually — assuming no 
errors are made — in about two 
hours. By feeding that punched 
tape directly into the computer, 
however, the same report can be 
processed and printed in approxi- 
mately 15 minutes. 

Types of punched tape applica- 
tions already processed electroni- 
cally by A. S.C. Tabulating include 
general accounting and specialized 
accounting such as sales analysis, 
inventory control, construction cost 


accounting, time accounting for 
CPA and legal firms, accounting for 
unions and country clubs. 


More sophisticated variations of 
these service centers are limited 
only by-the extent of human imagi- 
nation. In a system capable of pro- 
ducing hourly reports, for example, 
the retailer could transmit punched 
paper tapes via teletype. Lhe serv- 
ice center could then process the 
tapes directly through the computer 
(provided the information is in a 
language acceptable to the com- 
puter) and return them minutes 
later over the same teletype lines. 


These advanced applications of 
low-cost computing promise great 
benefits for all but the smallest of 
retailers in the decade ahead. Yet, 
only the progressive companies will 
take advantage of these time and 
money saving methods. The one- 
girl office of 1960, in all prob- 
ability, will be the one-girl of- 
fice of 1970. But many small busi- 
nesses can use the advantages of 
electronic computation. Although 
they cannot afford the costs and 
administrative problems of com- 
puting centers, large staffs of com- 
puter specialists, and employee 
training programs, these businesses 
can find solutions to many of their 
problems in independent data proc- 
essing centers. 


NEXT MONTH 


This article is No. 2 in a series 
on electronic data processing 
for small business. Next 
month’s feature will describe 
methods of preparing data for 
input to computer service 


centers. 
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The performance you get from your 
offset and office duplicators depends 
largely on the paper you feed them. 
Paper that won’t lie flat or is unevenly 
trimmed can mess up the run thor- 


[ oughly. Not to mention your temper. 


Now you can avoid all this — with 
new Stan-Pak* Run-Rite* Papers. 


Trouble-Free Running 


Take flatness. We laboratory-test all 
our papers right on the duplicating 
machines they’re made for. Stan-Pak 
Run-Rite Papers come to you flat. Lie 
flat in the machine. And feed flat. 

But really trouble-free running calls 
for many more qualities. Controlled 


*#T™. 


...with new Stan-Pak Run-Rite Papers 


moisture to avoid static conditions and 
insure good printability. Accurate trim 
and finish to prevent feeding jams. 
Even caliper, uniform weight and care- 
ful surface sizing to give you sharp, 
clean ink impressions. You get them all 
in Stan-Pak Run-Rite Papers. 


525 Items—All Grades, Sizes and Types 

This brand new line answers just 
about every office need in printing and 
duplicating papers. Under the Stan- 
Pak Run-Rite name you'll find the 
exact grade, color and weight you want 
—at a sensible range of prices to suit 
your budget. 

Next time you order paper, try the 
brand that’s made to run right. 
Through the duplicating machine. On 
the press. In the typewriter. 

We’re confident you'll specify it 
every time. 


STANDARD PACKAGING CORPORATION 
NEW YORK 17, N.Y. 


(Circle No. 27 on Reader Inquiry Card) 
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Michigan Civil Service cuts filing space by one-half 


By CHARLES S. PEARSON 


Assistant Deputy Direcior 
Michigan Civil Service Commission 


LIKE MANY another recordkeep- 
ing office these days, one of Michi- 
gan Civil Service Commission's 
key sections recently found itself 
swamped by overflowing files. 

As the office space headache be- 
came acute in our Established 
Positions Section, we turned to a 
combination of Microtape and 
ViSIrecord visible-vertical filing for 
relief. The happy result is more 
room, more comfort, and more 
efficiency. 

Not only does the new system 
enable this important section to do 
the same amount of work with one 
less clerk, but it saves 55 per cent 
of the office space. Despite this, the 
system leaves room for a one-third 
expansion within its three files. 

This growth provision is vital in 
the Established Positions Section. 
The State of Michigan now employs 
more than twice as many persons 
under civil service as it did 15 years 
ago. Currently, there are more than 
30,000 state employees filling jobs 
in some 1,800 different civil service 
classifications. 

But even if the state did not hire 
a single additional employee, the 
files would continue to grow. 
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HOW WE 

ELIMINATED 
OVERFLOWING 
FILE CABINETS 


The section maintains a com- 
plete history of each position set up 
during the state’s 22 years of civil 
service. Every time an employee is 
hired, promoted, transferred, or 
taken off the state payroll, an entry 
is made on the historical record of 
the job he filled. 

Thus, the normal job turn-over, 
plus the steady increase in the num- 
ber of state employees, means a 
constant growth in the Established 
Positions Section’s files. 


System takes 76 square feet 


In the past, these records were 
kept in flat, shingled, file trays. 
These outmoded visible files, to- 
gether with necessary working space, 
occupied 170 square feet. To locate 
job records, clerks had to go to the 
files, pull out file drawers, and flip 
open the card pockets. 

Gradually, the  section’s space 
problem became more acute. Space 
is fairly tight on our floor, and out- 
side office space is expensive and 
hard to find. 

Faced with this dilemma, we con- 
sulted with the local VISIrecord 
representative and came up with a 
combination of VISIrecord _ file 
cards and equipment and pressure- 
sensitive Microtape. 

The new installation consists of 
a row of three VISIrecord T-60 tub 
files, two VISIrecord RPT rolling 


ViSIrecord tub files in Established Positions Section permit one-third expansion. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


tables, and a Microtape reader. The 
two tables are attached to the three 
tub files and move freely along the 
front of them on rollers. The clerks 
are able to work while seated at 
these free-moving tables, instead of 
having to stand to handle the files, | 
as in the past. 

This is quite a factor since the 
section’s staff must constantly post 
changes and obtain information 
needed by the civil service direc- 
tor and other state officials. The 
section handles an estimated 200 | 
forms a day pertaining to job clas- 
sifications. 

The new visible-vertical file cards 
have enabled the section to handle 
both posting and reference work 
faster and more comfortably. The 
seated clerks can spot a desired di- 
vider tab in an instant in the VISI- 
record files. A flick of the finger 
opens the numerically indexed files 
to the proper card. It can be re- 
moved from the file, posted, and 
returned to its place in an instant. 

But it was the critical shortage 
of floor space which prompted the 
change-over. The new system fits 
into 76 square feet, whereas the old 
system required 170 square feet. 
Microtape was also a key factor in 
this space-saving. 

To make the change, every card 
in the section’s flat, shingled files 
was reproduced onto pressure-sensi- 
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tive photographic paper. The im- 
ages, each smaller than a thumb- 
nail, were simply “stuck on” the 
new visible-vertical file cards. In 
some cases, the complete history of 
an established position was on one 
side of one of the old file cards and 
required only one image. In other 
cases, two or three images were re- 
quired. These are side-by-side on 
the same tiny strip of paper. 

The name of the incumbent in 
each established position was placed 
on the first line of each of the new 
cards. All subsequent entries per- 
taining to each job will be placed 
on the 41 remaining lines of the 
new cards. 

Therefore, the new cards provide 
a complete history of every job es- 
tablished under Michigan’s civil 
service laws. Microtape furnishes 
all the information that was on the 
old cards. Entries on the new cards 
record transactions that have oc- 
curred since the change-over to the 
new filing system. 

Jobs are classified by division, 
section, unit, and position. Accord- 
ingly, each is given a four-part 
number. Every job also falls into 
one of 142 coded pay ranges. 

Code numbers are also used to 
describe each transaction pertain- 
ing to a job. These numbers tell 
whether the incumbent was hired, 
transferred, promoted, _ resigned, 


an ee. 
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Clerk enters information in longhand . . . department records are 


went on leave, etc. In addition, 
transactions are numbered consecu- 
tively. 

In the files, intermediate dividers 
separate the banks of cards. Pink 
index tabs on the dividers identify 
the divisions by name. White tabs 
on the dividers identify each bank 
of cards according to the job num- 
bers grouped within the bank. 

Cards are offset in each bank, 
leaving only the diagonal top and 
right-hand margin of each card ex- 
posed. The job position number, 
which appears in the diagonal mar- 
gin, is visible at all times. 


— 
yaI-55 
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Cards are filed, of course, by posi- 
tion number, with each card repre- 
senting an established position. A 
cross-reference by employee is avail- 
able in our roster section on punched 
cards. 

Colored signals are helpful in 
indicating certain job situations. 
These visible signals, attached to 
the top of a card, indicate that 
there is a job vacancy, that an in- 
cumbent is on leave of absence, or 
any of several other facts. 

Plenty of room for expansion of 
our Established Positions file is left 
in each bank of cards. Each bank 
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checked speedily with aid of analysis rack and Microtape reader. 
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Electrical outlets aplenty! 


More flexible office layout 


with new (Ving 00 etn OSUU 


New 3-Wire Electrostrip® grounds office machines . . . 
gives you handy outlets you can move. 


Here’s absolute electrical safety combined with an abun- 
dance of outlet convenience. New 3-Wire Electrostrip is UL 
listed and meets the electrical code requirements for equip- 
ment grounding. Electrostrip outlet receptacles twist into 
place anywhere on the strip. When you relocate machines, 
you can relocate outlets right where you want them! 


See your electrical contractor about 3-Wire Electrostrip. 
He'll install it swiftly, economically—without mess, with- 


Installs quickly on wall surfaces 


PATENTED R 


out disrupting work schedules. Electrostrip is the safe, 
modern system for wiring offices, showrooms, shops and 
institutions. It provides electrical outlets aplenty! 


BullDog Electric Products Division, I-T-E Circuit Breaker 
Company, Box 177, Detroit 32, Michigan. In Canada: 80 Clay- 
son Rd., Toronto, Ont. Export Division: 13 E. 40th St., New 
York 16, N .Y. 


1-T-E CIRCUIT BREAKER COMPANY 


| BULLDOG ELECTRIC PRODUCTS DIVISION 


Outlets anywhere you need them 


(Circle No. 13 on Reader Inquiry Card) 
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Filing is efficient | 
will hold 32 cards, and an average | 
of 25 cards is currently assigned. | 
| This means that as new positions | 
are established, new cards can easily | 

be fitted into each bank by shifting | 
| 

| 

| 


| 


cards. 
Cards are not fastened into the | 
files. They can be easily removed— | 
for scanning, posting, study, or ex- | 
| amination on the Microtape reader 
—and just as easily returned to the 
files. Eight notches at the bottom 
of each card fall securely over small 
rods which run across the bottom 
of the tub files, lodging the cards 
| firmly in place. Cards do not engage 
or wear against these metal rods, 
however. After falling into place, 
cards stand at a 40-degree angle on | 
a corduroy mat which covers the | 
) bottom of the T-60. 


| Taxpayers’ dollars saved 
When a card is taken from the 
» safe, files, a portion of the top center of 
9s and the card to the absent card’s right is 


exposed, disclosing the word “out” 
to indicate that a card is missing | 


sreaker from the bank. This serves as a | 


0 Clay- aa le ' | 
., New andmark and speeds the process 


of returning cards to their places. | 
It is no trouble, incidentally, to 


| 

_— take whole banks ol cards from the | 
ViSIrecord files, when a depart- | US 5 ) 

ment’s personnel set-up is to be | 

| 


ome) 


analyzed, lor example. The dividers | 
are not attached in the files, and 
can be removed and returned with | 


We'll prove it in your office: The versatility 


This office of “Thermo-Fax” Brand Copying Machines 


can’t be matched. You’ll see copies of business 


2 ; — 4 s made in 4 seconds. Statements turned 
their card banks intact. An analysis | h — 
toe “6. Gea : ide tl a ” | mac ine out at the rate of 250 an hour. Gummed 
faCK IS Kept alongside the Micro- labels addressed instantly. Corres d 
m pondence 
tape reader to hold banks of cards. does more answered in seconds. Laminating done quickly 
The Established Positions Sec- iobs than and economically. Plus many additional jobs 
tion’s whole filing set-up has been | J impossible ae ae ne oni ae 
. , it’s wise to have these versatile machines work- 
improved by the change-over in the h : 
| : 8 | any other! 


ing wherever paperwork should be speeded. 
Call your local dealer, or mail the coupon now. 


Thermo-Fax 


jobs file. The section has 20 four- | 
drawer letter files in which it keeps | 
such important documents as corre- 
spondence and forms authorizing 
the establishment of a new. state 
job. These files have been re- 


BRAND 
arranged more efficiently in the cOPY IN G MACHINES 
. en Mi ta Mini dM facturing Co 
space saved. Dept. DBZ-110, St. Paul 6, Minnesota 
> — > e » At bi t . s t ted ‘Th -Fax”* 
In short, the new system enables | Thermo-Fax Coortng Machine simatity tie febe tnontioned hove.” 
the Established Positions Section to | ads 
. | c PYIN Pe c / Name F — ; ati tint 
do more work, better, in less space, | BM) SO HEF - sos 
i Pro. | ot Firm 
and with fewer clerks. The real | me se aaa 
importance of all this is that the | THE TERM “THERMO-FAX" 15 A REGISTERED City ~~~" Zone State ae 
. . } TRADEMARK OF 3M COMPANY ( Check if you now own a “‘Thermo-Fax"’ Copying Machine 
tax dollar now is being put to more | 
efficient use by the Michigan Civil | TMiiwmesora )finine ano )ffanuracturine company 


Service Commission. ... WHERE RESEARCH IS THE KEY TO TOMORROW 
(Circle No. 53 on Reader Inquiry Card) 
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AUTOMATION O IN THE OFFICE 


BURROUGHS OFFERS SMALL 
LOW-COST, GENERAL-PURPOSE COMPUTER 


A NEW desk-size electronic digital 
computer, the E103, was announced 
last month by the Burroughs Corp. 

Simultaneously, the company an- 
nounced a price reduction on an 
earlier model of the small computer, 
the E101, from $38,325 to $26,750. 
The E101 is used primarily for 
scientific and engineering applica- 
tions, while the new E103 has been 
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Burroughs claims its E103 desk size electronic computer is lowest priced on market. 


developed especially for business 
data processing. 

The new unit will sell for $29,- 
750, which makes it the lowest 
priced general purpose computer on 
the market, according to Ken T. 
Bement, vice president-marketing 
for Burroughs. 

Both the new computer and the 
E101 may be leased for $875 a 
month. 


Burroughs anticipates that the 


new computer model and reduced 
prices on the E101 will greatly 
expand the market for small com- 
puters, Mr. Bement said. 

“Sophisticated electronic data 
processing is now within the price 
reach of many small and medium 
sized businesses,” he continued. 

The manufacturer has developed 
a series of packaged programs to 
apply the E103 to major data 
processing jobs such as sales analysis, 
payroll, labor cost distribution, tax 
billing, dairy route accounting, 
bond yields, and interest projection 
tables, the company officer reported. 

An accounting machine printer 
and a new control unit said to give 
a wide degree of programming flex- 
ibility will be standard equipment 
on the E103. Optional paper tape 
or punched card equipment may be 
used to extend the machine’s prob- 
lem-solving capabilities. 

The new general purpose com- 
puter features a magnetic drum 
memory with a storage capacity of 
220 “words.” Each word consists of 
12 digits plus a sign. 


Pitney-Bowes installs 
letter sorting machine 


An advanced design letter sorting 
machine, capable of sorting more 
than 60,000 mixed letters per hour 
to its 300 destination boxes, was 
installed at the city post office in 
Washington, D. C., last month. 

Developed by Pitney-Bowes, the 
new unit was described by Post- 
master-General Arthur E. Summer- 
field as “another major step 
forward” in the continuing Post 
Office program to mechanize wher- 
ever possible the handling of an 
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increasing mail volume that now 
totals 65 billion pieces a year. 

The new mail handling device, 
called the Boxer, is adaptable to 
mail coding and electronic reading 
systems, although it is not at this 
time activated by them. Until such 
systems are adopted, the input of 
mail is directed by 12 consoles, each 
of which is controlled by a human 
operator. Each operator can direct 
any letter received to any one of the 
300 destination stations at a rate of 
about 60 letters a minute. 

In another Post Office develop- 
ment, the postmaster-general an- 
nounced that a former optical 
scanning device capable of “‘read- 
ing’ addresses on letters is now 
being improved to permit it to read 
addresses printed entirely in capital 
letters, and also to register postal 
zone designations. The unit form- 
erly could interpret only those 
addresses printed in conventional 
upper and lower case letters, and 
could not distinguish postal zones. 

The optical scanning device, de- 
veloped by the Intelligent Machines 
Research Corp., a subsidiary ol 
Farrington Manufacturing Compa- 
ny, can now read and sort 9,000 
letters an hour for 40 destinations. 
It “reads” an entire city and state 
line, spelled out or abbreviated, as 
the letter passes before its “eye.” 
Recognition is based on the general 
shape of the letters. 

The importance of refinements 
which will enable the machine to 
interpret addresses printed entirely 
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WHERE DO YOUR SPIRIT MASTERS RANK IN THE 


Columbia 
Cleanliness 
Index 


The Cleanliness Index dramatically demon- 
strates the wide gap in the cleanliness of 
spirit masters—ranging from the grime and 
aggravation of ordinary uncoated purple 
masters to the immaculate performance of 
Columbia's supercoated, super clean Mara- 
thon Blue Ready-Masters. 


It could be quite a revelation to find out 
just how clean your spirit masters really are 
... Mot only in the preparation, but in the 
handling and duplicating as well. It could 
also result in quite a saving in time and 
money, to say nothing of the improvement 
of the quality of your duplicating. 


Columbia salesmen are anxious to demon- 
strate these differences at no cost or obli- 
gation to you. They'll also be happy to ad- 
vise the correct master for a job that's par- 
ticularly troublesome to you. Write for a 
free demonstration of the Cleanliness Index. 
Ready-Master Division, Columbia Ribbon & 


Carbon Mfg. Co., Inc., 10511 Herb Hill 
Road, Glen Cove, N. Y. 


Columbia Research and Develop- 
ment, backed by more than a half 
century of pioneering leadership, 
constantly seeks out the ultimate 
in spirit master cleanliness. The 
Marathon Blue Ready-Master is the latest in a long 
line of key developments in the cause of cleanliness. 


y a | 
MARATHON BLUE 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N.Y. 
Columbia Ribbon & Carbon Pacific Inc., Duarte, Calif. 
(Circle No. 18 on Reader Inquiry Card) 
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in capitals is emphasized by the fact 
that a large part of the nation’s 
commercial mail is addressed by 
mailing equipment which print en- 
tirely in capitals, the postmaster- 
general declared. 


New communications 
system links 12 states 


A new, 12-state automatic com- 
munications system designed to 
provide faster service and informa- 
tion to people interested in buying 
homes in Florida has been put 
into operation by the Mackle Com- 
pany and General Development 
Corporation, it ‘was announced 
recently. 

The new system, which employs 
an 83B2 teletypewriter system en- 
gineered by the Long Lines Depart- 
ment of the American Telephone 
and Telegraph Company, ties in 
the company’s sales headquarters 
and nine development sites with its 
realty and branch offices in the 
Northeast. When a sale is made at 
any point, a teletypist prepares a 
paper tape carrying details of the 
transaction, and places it on a trans- 
mitter. A two-letter code in the 
tape automatically delivers the mes- 
sage to a control office in Miami. 
This office, in turn, relays details of 
the sale to all points on the circuit, 
preventing possible duplicate sales 
of the same property. 


National Cash Register 
announces twocomputers 


Two new electronic products 
designed to speed paperwork in 
banks were announced last month 
by the National Cash Register 
Company — the National 315 com- 
puter, and the 310 controller 
computer, 

Together with previously devel- 
oped NCR equipment, the new 
units “round out NCR's bank 
automation program and _ provide 
for the first time complete automa- 
tion systems for every size and type 
of institution,” according to Robert 
S. Oelman, NCR president. 

The basic 315 computer system 
will rent for less than $8,000 a 
month, according to the manufac- 
turer, and “is capable of fully auto- 
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A Model 


Mutual Centamatic Desk Punch 
There are 2-hole and multi-hole punches in the Mutual line, 
carefully engineered to save you time. They offer you higher 
capacity, too. There are three models which center your paper 
automatically (the patented Centamatic feature). Mutual 
punches are priced in line...and they last and last. 


Mutual desk and hand punches are earning 
a top reputation today. They are stronger, 
easy to use, accurate, and long lasting. Every- 
one who punches holes can have their own 
punch for just a few cents a month! Make 
sure your next punch is a Mutual punch 
. . . With Centamatic paper centering on 
desk punches; and Spacematic heads on 
hand punches, which click into place. Sold 
by almost every reputable stationery store. 


ha > — “i - a ran. ~» . ir. 
fii b: > ae a y " 3 


Mutual Adjustable Hand Punches A Model 27 
There are three hand punch models, which punch from two to 
seven 44” holes. On two of these models, the heads click right 
into place (these are on the Spacematics!) ... or can be “parked” 
in a jiffy. Mutual Hand Punches are lightweight. Their feathery 
balance in the hand makes them simple to use. 


PRODUCTS COMPANY, INC 


Manufacturers of a complete line of hand and desk pu 


(Circle No. 55 on Reader Inquiry Card) 
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means QUALITY 


e QUALITY of print 
e QUALITY of erasure 
e QUALITY of strength 


Compare Sea foam Bond with 
your present lightweight. 


Send for 
samples 
today ! 


write Dept. OM-1160 


BROWNVILLE PAPER CO. 


BROWNVILLE, NEW YORK 
(Circle No. 11 on Reader Inquiry Card) 
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AUTOMATION 


mating a 
job.” 

The 310, which rents for $2,450 
a month, was developed to auto- 
mate the sorting, listing, and posting 
of checks in those banks which 
have installed or plan to install the 
Pitney-Bowes National sorter-reader 
used with National’s Automated 
Post-Tronic. 

Outstanding features of the new 
315 computer system are low cost 
and expansibility, according to Mr. 
Oelman. Built in modular style, the 
solid-state computer can be ex- 
panded as a bank’s operations grow. 
By adding units, its memory capa- 
city can be increased as much as 20 
times — from 6,000 to 120,000 
characters. 

The equipment, it was reported, 
can control the operation of as 
many as four magnetic character 
sorter-readers, and automatically 
direct the sorting of checks at 
speeds up to 180,000 per hour. 

First bank to order the new 
system is the Meadow Brook Na- 
tional Bank, West Hempstead, L. I., 
New York. 

A system of “buffers” makes it 
possible for the 315 to perform 
several different operations at one 
time. While the central processor is 
handling one job, other units in the 
system can perform other tasks, the 
company said. 

The 315 data processor also in- 
cludes a new high-speed printing 
mechanism which enables the 
equipment to prepare some bank 
documents three times faster than 
a conventional computer printer. 
Called a multiple lister, the device 
permits the equipment to print 
three different documents at once, 
each with different spacing. 

First installation of the 315 system 
is scheduled for the first quarter of 
1962, the company said. 

The NCR 310 desk-size control- 
ler-computer is designed for use 
with the Pitney-Bowes National 
sorter-reader and National’s Auto- 
mated Post-Tronic. 

The 310 unit automatically 
creates a punched paper tape record 
of the account number, amount, and 
transaction code of checks and de- 
posits, while these documents are 


bank's recordkeeping 


being processed by the sorter. It 
also simultaneously checks the ac- 
curacy of this information. The 
equipment is able to read entire 
account numbers. 

Brookline Savings & Trust Com- 
pany, Pittsburgh, and Society Na- 
tional Bank of Cleveland have 
placed the first orders for the 310, 
NCR said. 

First installation of the 310 is 
scheduled for the first quarter of 
1961, the company said. 


Point-of-sale system 
speeds bookkeeping 


A new point-of-sale automatic 
recording system designed to speed 
department and chain store sales 
and bookkeeping operations was 
announced recently by Universal 
Controls, Inc. 


The “Uni-Tote” system, accord- 
ing to the manufacturer, performs 
the entire process of sales check 
imprinting, accounting, billing, 
credit check, and inventory control 
in a direct succession of automatic 
steps. 


Input unit of the system is a 
point of sales keyset panel. As a 
charge customer makes a purchase, 
the sales clerk inserts the charge 
plate, her own identification num- 
ber, and a pre-printed merchandise 
ticket for the item sold in the unit. 
Information from the three records 
is transmitted to a central control 
unit, which not only computes a 
running total on sales, but also 
relays customer information from 
the charge plate to a credit watch 
list for an instantaneous credit 
check. If credit has been stopped, or 
if the charge plate being used has 
been reported lost by its rightful 
owner, the information is flashed 
to the credit clerk handling the 
account, who can stop the sale by 
‘phoning the sales clerk. 


Information entered at the point 
of sale register also causes a com- 
plete sales journal to be printed, 
and produces directly a conven- 
tional punched card for each sale 
allowing automated processing of 
all subsequent accounting functions. 


Finally, as the sale is completed, 
the point-of-sale register delivers a 
printed sales check for each pur- 
chase, thus eliminating entirely the 
sales clerk’s book and pencil. 
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Accept this silver-dollar 
paperweight FREE... 


Genuine 

U.S. 
Silver-Dollar 
in crystal-clear 
Lucite. Exactly as 
shown, with 
no advertising. 


...for seeing how this calculator prevents figurework errors 


— puts $5 in your pocket for every mistake avoided! 


It costs you $5.00, on the average, to catch and 
correct each figuring error! 

So every time the fast, accurate Marchant calcu- 
lator prevents a mistake, you actually put $5.00 
in your profit column. 

See how a Marchant can do this for you with un- 
erring automatic operation. Test it on your own 
figurework. And receive, free, a beautiful and un- 
usual American Silver-Dollar Paperweight as a 
token of our appreciation. 


MAIL THE POST CARD TODAY FOR YOUR 
FREE SILVER-DOLLAR PAPERWEIGHT! 
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Speedy Marchant Deci+ Magic 
stops decimal errors automatically 
With this unerring figuring machine, the operator 
touches just one key one time and all decimals are set 
automatically, for the entire problem and in the an- 
swer. Then she just “writes” the figures on the key- 
board as she would on paper. The Deci+ Magic does 
all the rest —delivering the answer at twice the high- 
est speed of any other desk calculator! 


Is/c/ MARCHANT 


DIVISION OF SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 

Fine calculators and adding machines 
of advanced design 
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Scene of 1960 Democratic convention will house exhibits of office equipment. 


SALUTE TO COMMERCE IN THE WEST 


is theme of 1960 Business Equipment Exposition 
in Los Angeles Memorial Sports Arena, Nov. 1-4 


“SALUTE TO COMMERCE in 
the West” will be emblazoned in 
lights as the 1960 Business Equip- 
ment Exposition officially opens its 
doors at noon on Nov. | in the Los 
Angeles Memorial Sports Arena. 

Triggering the lighted display will 
be a signal beamed from a U.S. 
Navy ‘Transit II satellite some- 
where in space. This signal will also 
cause a display of five globes to 
rotate. These five globes of descend- 
ing size depict the earth and its 
shrinkage through time, space, and 
motion. 

All of this scientific pageantry is 
part of the second in the series of 
expositions sponsored by Office 
Equipment Manufacturers Exhibits, 
Inc., a subsidiary of the Office 
Equipment Manufacturers Institute. 
The show, which follows last fall's 
inaugural exhibit in Washington, 


56 


D.C., is intended to emphasize that 
the business equipment industry is 
part of the future. 

‘The list of notables scheduled to 
address the exposition includes 
Norris Poulson, mayor of Los An- 
geles; James S. Cantlen, president of 
the Los Angeles Chamber of Com- 
merce; and Admiral John P. Mon- 
roe, commander of the U.S. Navy 
Pacific Missile Range. 

At last count, 61 manufacturers 
of office, computing, and accounting 
machines, equipment, systems, and 
related supplies had announced 
plans to exhibit their wares. These 
firms represent 90 per cent of the 
retail sales of the nation’s office 
equipment business, according to 
OEME officials. Displays will cover 
more than two acres within the 
sports arena, 

Beginning at noon on Tuesday, 


Noy. 1, the four-day show will run 
until 10 p.m. on Friday, Nov. 4. 
More than 1,200 leaders from the 
fields of business, government, and 
industry have been invited to the 
opening ceremonies of this expo- 
sition of the “industry that serves 
all industry.” 

The Business Equipment Exposi- 
tion will also draw, by invitation 
only, an estimated attendance of 
25,000 to 30,000 business men. Since 
the theme of the show is commerce 
in the West, show ofhcials expect 
that the majority of business men 
attending will come from the 13 
western states, including Alaska and 
Hawaii. 

Exposition spokesmen report that 
their show is designed to demon- 
strate not only what is new in office 
equipment and related supplies, but 
how they can be used to solve the 
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SINESS 


mounting paperwork, marketing, 
and related industrial problems that 
are making business increasingly 
complex. New applications and uses 
for established products of the in- 
dustry will also be emphasized. 


Among the highlights of the ex- 
position will be displays of business 
equipment ranging from units with 
no moving parts, such as a metal 
file tray, to those having hundreds 
of thousands of moving parts, such 
as an electronic computer. The 
equipment will range in size from 
tiny dictating machines to giant 
photographic and reproduction 
plants, and from a few dollars for 
an individual item to several mil- 
lion dollars. 

Business men in the East will get 
their chance to view the exposition 
when it moves to the New York 
Coliseum April 17-21, 1961. The 
dt-year-old) trade association — re- 


cently completed contracts with the 
Coliseum management for the third 
performance in what the OEME 
hopes will be an extended road 
show. 

A fourth appearance has been 
scheduled for a year later in Chi- 
cago. The dates will be April 9-13, 
1962, and the site will be the new 
lake front exhibition hall, McCor- 
mick Place, located on the grounds 
of the 1934 “Century of Progress” 
World's Fair. 

In charge of the shows is Ru- 
dolph Lang, OEME’s managing 
director of exhibits. A veteran ol 
industrial expositions, Lang is re- 
sponsible for the planning and co- 
ordination of the physical aspects 
of the exposition. 


(A preview of some of the new 
products to be exhibited ‘at the 
exposition begins on page 58.) 


Dignitaries scheduled to address the exposition include James S. Cantlen (left) pres- 
ident of the Los Angeles Chamber of Commerce; Los Angeles Mayor Norris Poulson. 
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Computer N-1 


A general-purpose computer, the 
RPC-4000 is applicable to both en- 
gineering and business data proc- 
essing problems such as inventory 
control, payroll, etc.. Site prepara- 
tion is not necessary. The Royal 
McBee Corp., Port Chester, N. Y. 


Tape to card converter N-7 


Any 5, 6, 7, or 8 channel punched 
tape can be used as input to IBM 
card punch units after conversion 
by Model C-750 Universal Code 
Punched Tape to Card Converter. 
Systematics, Div. of General Instru- 
ment Corp., Redondo Beach, Calif. 


Forms slitter N-13 


Multiple-copy, continuous forms 
can be handled by this new light- 
weight Power Slitter. The unit can 
be mounted with no tools on the 
company’s Prebursting Decollator or 
Gravity Carbon Separator. Standard 
Register Co., Dayton 1, Ohio. 


Secretarial desk N-2 


Plastic or wood tops and facades 
lend variety to the Echelon line of 
modern office furniture. This secre- 
tarial station with attached side 
unit has a top of white laminated 
plastic. Globe-Wernicke Co., Ross 
and Carthage Ave., Cincinnati 12. 


Postage meter N-8 


Model 5500 postage meter ma- 
chine prints denominations up to 
$1.09 in one stamp. The compact, 
lightweight machine has meter car- 
rying case, large envelope stacker, 
tape unit for parcels and letters. 
Pitney-Bowes, Inc., Stamford, Conn. 


Dictation system 


N-14 
A phone and a Time-Master re- 
cording machine make up the new, 
transistorized Telecord System for 
dictation to secretarial pool; dictat- 
ing is controlled from telephone 
handset. Dictaphone Corp., 420 
Lexington Ave., New York 17. 


Code converter N-3 


The Code Converter, shown here 
with the Flexowriter automatic 
writing machine, offers high-speed 
conversion of any 5, 6, 7, or 8-chan- 
nel code system, one to the other, as 
required. Friden, Inc., 421 Univer- 
sity Ave., Rochester 7, N. Y. 


Adding machine N-9 

Designed for use with data proc- 
essors of all service bureaus, the 
Synchro-Monroe Accountants’ Pro- 
gram Punch Tape Adding Machine 
features automatic repetition of all 
code information. Monroe Calculat- 
ing Machine Co., Inc., Orange, N. J. 


Laminator N-15 


In less than 10 seconds documents 
can be protected against moisture, 
grease, etc., by two Apeco “Ply-On” 
plastic laminating machine. Heat 
adjustment is included on desk-top 
unit. American Photocopy Equip., 
2100 Dempster Ave., Evanston, III. 
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BUSINESS EQUIPMENT EXPOSITION 


Computer N-4 


Described by the company as the 
“simplest and lowest priced general- 
purpose digital computer yet devel- 
oped,” the DE-60 is a direct-entry 
computer designed for quick solu- 
tions. The Clary Corp., 408 Juni- 
pero St., San Gabriel, Calif. 


Files appear at the touch of a but- 
ton on the Motorshelf self-contained 
filing unit. The smallest Motorshelf 
unit is said to replace 17 average 
correspondence file drawers. Wheel- 
dex & Simpla Products, Inc., 1000 
N. Division St., Peekskill, N. Y. 


EDP system N-6 


The Class 390 solid-state elec- 
tronic data processing system con- 
sists of a central processor; console; 
units to read (or create) punched 
paper tapes and punched cards; and 
peripheral equipment. National 
Cash Register, Dayton 9, Ohio. 


Dictating machine N-10 


For office use or dictating in the 
field, the ‘“‘Escort’’ Voicewriter has 
the power of standard dictating 
units. Battery-operated, it requires 
no positioning for clear recording. 
Edison Voicewriter Div. of McGraw- 
Edison Co., West Orange, N. J. 


Data punch N-11 


The new Digit-Matic Data Punch 
allows remote control of all adding 
machine operations by large variety 
of equipment to produce a printed 
detail tape and punched data proc- 
essing tape. Victor Adding Machine, 
3900 N. Rockwell St., Chicago 18. 


Typewriter N-16 


Light, responsive action is said to 
characterize the carriage suspension 
of this new electric typewriter. The 
machine is available in a variety 
of decorative colors. Remington 
Rand Division, Sperry Rand Corp., 
315 Park Ave. South, New York 10. 
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Magnetic tab system N-17 


Tabulating cards with a perma- 
nent magnetic action repel each 
other to expose top edges of at least 
20 cards. Called Magne-Tab, system 
will function normally in automatic 
equipment. Business Efficiency Aids, 
Inc., 8114 N. Lawndale, Skokie, III. 


Calculator N-12 


Designed for expedient finding of 
a grand total, the Duplex electric 
calculator has two sets of dials, one 
of which stores figures both posi- 
tively and negatively for use when 
needed. The Comptometer Corp., 
5600 W. Jarvis Ave., Chicago 48. 


Posture chair N-18 


Model 28-STA Executive Posture 
Chair features dual control foam 
rubber seat, foam-cushioned back- 
rest, upholstered front and back, 
six posture adjustments. Spring back 
action is independent of tilting seat. 
Hamilton Cosco, Columbus, Ind. 
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DON’T GO BY THE BOO 
IN THE APPRAISAL INTERVIEW 


Seven skeptical comments contradict “rules” of employee manuals 


By ROBERT HOPPOCK 
Professor of Education 


New York University 


DO YOU GO by the book in the 
appraisal interview to review sub- 
ordinates’ performance? Most com- 
pany manuals, as well as_ the 
ready-made manuals put out by 
business research firms, are wel) 
stocked with somber pronounce- 
ments on how to conduct the 
appraisal interview. 

Experienced employee relations 
counselors, however, have discarded 
many of these recommended pro- 
cedures. Some have been found in- 
effective in practice, despite the 
fact that they are widely used and 
endorsed. Others have backfired 
and produced the opposite of the 
desired effect. Following are seven 
dubious suggestions taken from 
company manuals ~- and skeptical 
comments on each of them: 

1. “If the subordinate is emo- 


tionally disturbed, 
interview.” 


postpone — the 


Yes, if the emotion is unrelated 
to the job and the subordinate ob- 
viously prefers not to talk about 
it. An example is distress caused by 
a recent death in the family. 


Keep interview flexible 


But if the emotion was aroused 
by something in the job situation, 
this may be the best time to dis- 
cuss how the man feels about it. 
A person who is emotionally 
aroused will blurt out feelings that 
he would conceal at other times. 
By being a good listener, the su- 
perior can learn things that would 
come to his attention in no other 
way. He can also help his subordi- 
nate to express his feelings instead 
of suppressing them: Strong -feel- 
ings will eventually find expression 
in some form. If they are feelings 
of frustration or of hostility toward 


the boss or the company—they are 
better expressed to the boss than 
to other employees—or to friends 
and family. 

2. “Plan the content of the inter- 
view.” 

Yes and no. A detailed plan, 
rigidly followed, may steer the dis- 
cussion away from the matters of 
most concern to the subordinate. 
It may thus make him feel more 
frustrated than cooperative. A_bet- 
ter procedure is to do some careful 
thinking about the purpose of the 
interview and the various ways in 
which the purpose might be 
achieved. Then, go to the interview 
with flexible plans that can be 
quickly adapted to the nature of 
the interview as it develops. Some- 
times the responses of the subordi- 
nate will clearly indicate that the 
interview should proceed along 
lines that could not have been 
anticipated, 

3. “Once the employee recog- 
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nizes his weaknesses he will usually 
take steps to correct them.” 

Not necessarily. How many fat 
persons know they should diet but 
do not do it? Nor is telling a man 
his faults enough to assure his rec- 
ognition of them. He may reject 
and resent the appraisal as inac- 
curate and unfair. Unless he can 
accept the facts and incorporate 
them into his own appraisal of 
himself, he is unlikely to do much 
about them. Even then he will not 
improve until he can see that it 
will be to his advantage to put 
forth the effort. 

t. “After the appraisal, check up 
from time to time to see that he is 
doing what he agreed to do to cor- 
rect his faults.” 

Yes, if you can do it in a way 
that expresses friendly interest. Do 
not nag. Too much follow-up can 
defeat its purpose by arousing re- 
sentment. 

5. “Employees say they want to 
know how they stand with the boss. 
Telling them relieves their uncer- 
tainty and insecurity.” 

Their uncertainty, yes. Their in- 
security, maybe. Suppose they learn 
that the boss’s appraisal of them is 
less favorable than they had _ ex- 
pected. Will this make them feel 
more secure? 

Or suppose you have a subordi- 
nate whose work is better than 
average, but who has one fault that 
you wish he could correct. In your 
appraisal interview you mention 
this fault. You do not know that 
his parents and his wile have been 
harping on this point for years, 
that he has tried to improve, but 
can never seem to satisfy them. As 
a result, he is extremely sensitive 
about it. When you bring up the 
same topic, you incur all of his 
accumulated resentment. 

If, instead, you had first invited 
him to appraise himself, he might 
have told you about this fault, 
about what he has done to correct 
it, and about his feeling of frustra- 
tion. Then, instead of adding to 
his resentment and his sense of fail- 
ure, you might have helped restore 
his confidence and won his loyalty 
by assuring him that he was a 
valuable man to the company de- 
spite this one imperfection. 

When people say they want to 
know how they stand with the boss, 
what they usually want is reassur- 
ance, not criticism. 
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6. “The interviewer controls the 
interview. When the subordinate 
gets off the track, the interviewer 
brings him back to the appraisal.” 

Yes and no. This procedure re- 
quires that the interviewer decide 
what is irrevelant. If no anxiety is 
apparent, if the subordinate has 
just been accidentally diverted into 
talking about his hobbies or his 
children and the interviewer can see 
no value in this, if the employee 
shows no reluctance in changing 
the subject, the interviewer may, 
and probably should, introduce or 
reintroduce the subject of the inter- 
view. 


Understand the employee 


But if the subordinate has been 
discussing something that is painful 
to him, he may be seeking tem- 
porary respite in another topic. A 
little relief of this kind may help 
him to face the unpleasant fact and 
deal with it more effectively, per- 
haps in a later interview. 

There are also occasions on 
which an apparently irrelevant di- 
gression proves to be highly rele- 
vant, sometimes directly to the pre- 
vious topic, sometimes in what it 
reveals about the employee and 
how he feels. 

An interviewer trained in ag- 
gressive selling may be more likely 
to cut off his subordinate too soon 
rather than too late. It is less im- 


Restore his confidence, win his loyalty. 


portant for the superior to “‘con- 
trol” the interview than for him to 
understand the employee. Im- 
proved behavior is more likely to 
result from understanding than 
from domination. 

7. “If the employee becomes 
angry, try to calm him by explain- 
ing again the purpose of the inter- 
view and its advantages to him.” 

Did you ever try this with an 
angry child? Did it make him less 
angry? An angry person is in no 
condition to listen to reason. He 
is obsessed by the need to express 
his anger. The best way to restore 
calmness is to let him express him- 
self fully and freely. Do not try 
to stop him or to correct him. Just 
try to understand how he feels and 
why he feels that way. You may 
learn something about him — and 
about the way your actions affect 
the feelings of your subordinates. 


“Do not nag. Too much follow-up can defeat its own purpose!” 
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Copyflex One-Writing System Slashes 


Receiving Report Preparation up to 80%! 


One writing or typing of infor- 
mation does it for purchasing- 
receiving paperwork when you 
use Copyflex copying machines! 

With Copyflex, the purchase 
order is typed on a multiple-part 
form, and a reproducible copy 
sent to Receiving. Receiving 
information is added directly to 
this copy—extra columns provide 
for multiple receipts. Each time 
receiving data is entered, any 
number of Copyfiex copies (white 
or color coded) can be made. 


That’s it! No preparation of sep- 
arate receiving report forms. No 
rewriting or retyping of purchas- 
ing information. You speed flow 
of goods, slash clerical writing 
up to 80%. 

Copyflex is best for systema- 
tized paperwork because it’s flex- 
ible and economical —letter-size 
copies cost less than a penny 
each for materials. Why not put 
yourself on the receiving end of 
important savings by mailing the 
coupon, right now! 


(BRUNING) 


Charles Bruning Company, Inc., Dept. 11-K 
1800 Central Road, Mount Prospect, III. 
Offices in Principal U. S. Cities 
In Canada: 103 Church St., Toronto 1, Ont. 

Please send me more information on Copyfiex for 


R 


Copyler | 


Cc 


Title 


P 


City. 


, 


Address 


County. 


(Circle No. 12 on Reader Inquiry Card) 


State__ 


Rise in business giving 
predicted for Christmas 


Market studies show that Ameri- 
can business men this Christmas 
will use business gifts to a greater 
extent than ever before, according 
to the Business Goodwill Advisory 
Council. 


An announcement by the council 
emphasized that the growth trend 
is in sharp contrast to last year’s 
reports about a demise for the busi- 
ness gift industry because of the 
headlines about “payola” and 
bribery of disc jockeys. The payola 
scandals, however, have served to 
clarify the concepts about business 
gifts as a highly effective means of 
establishing good will with a cus- 
tomer. 


To accomplish optimum benefits 
from business giving, the council 
last year published seven recom- 
mendations in the selection and dis- 
tribution of business gifts: 


1. Keep your gifts of modest 
value in relation to the importance 
of each recipient as an employee, 
prospect, or customer. Extravagant 
gifts smack of bribery. 


2. Choose your gifts individually, 
considering the tastes of each group 
of recipients or, preferably, of each 
individual recipient. 


3. Choose only high-quality gifts 
that are useful, durable, and de- 
pendable. 


4. Personalize each gift, if possi- 
ble, with the recipient’s name or 
initials. 

5. Package each gift attractively 
and securely. 


6. Accompany each package with 
a personal note, greeting card, or 
at least a special gift label. 


7. Deliver each gift with a flair, 
if possible—personally or by spe- 
cial messenger—and preferably to 
each recipient’s home rather than 
to his office. 


BGAC made a strong point of 
the fact that “fas a result of occa- 
sional abuses . . . some business men 
have made the mistake of forbid- 
ding their employees to accept 
business remembrances before realiz- 
ing that such a public statement 
bares basic mistrust of the em- 
ployees and inevitably results in 
very poor employee and _ public 
relations.” 
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WORK 
BETTER 
IN 

A 
CRAMER 
POSTURE 
CHAIR 


No other posture chair gives you such 
complete satisfaction! With Cramer 
chairs in YOUR teepee, your tribe will 
turn out MORE work—because 
Cramer chairs mean good posture. 
They help fight fatigue; they promote 
speed, accuracy and they pay for 
themselves over and over in low 


maintenance and increased 
worker output. 


Be sure YOU are Backed by the Best 


Write for Complete Details 


POSTURE CHAIR COMPANY, INC. 


625 ADAMS STREET + DEPT. OM-11 +- KANSAS CITY, KANSAS 
(Circle No. 21 on Reader Inquiry Card) 
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A single Pro-File* needs two sq. ft. less floor space than 

a a conventional file. A bank of 12, for example, saves 

261% sq. ft. of expensive office floor space over conven- 

| tional files of the same capacity. Built into walls or parti- 

tions, Pro-Files can save nearly all the floor space usually 
|! required for files. 

It’s the 642” that does it. Because at 612” a Pro-File 
is wide open. All index tabs and contents instantly ex- 
posed and reachable. Everything easily slipped in or 
out—no long reaching, no folder tugging, no other time- 
consuming thumbing around. There’s even enough room 


| 
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(Circle No. 86 on Reader Inquiry Card) 


| This | 6%"| saves you 30% of 
: filing floor space to begin with... 


Wawmnan « ERsBeE MFG. CO., INC. * 1003 JAY ST. + ROCHESTER 3, N. Y. 


for more than one girl to work at an open Pro-File at 
the same time. 

Only Pro-File has this money-saving, efficiency-creat- 
ing 642”. Because only Pro-File has a Rock-A-Tilt, 
finger-tip opening action. It makes even ceiling-high 
stacking safe because, open or closed, the center of grav- 
ity is always inside the cabinet. 

Get back your floor space with Pro-Files. See how 
their 642” of extra efficiency will save you even more. 
Let your Y&E representative demonstrate, or write for 
literature that gives full details. 
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OFFICE MANAGEMENT 
and AMERICAN BUSI- 
NESS sponsors the 
“Office of the Year” 
awards, given each 
year for the past ten 
years to the nation’s 
six leading new offices. 


By JOHN M. SINE 


WORLD WAR II marks the time 
of dramatic change and innovation 
in office design. “Temporary” was 
an often used designation that dic- 
tated stark interiors and a_ hasty 
application of paint of battle hue. 
For the manufacturers of wallpaper 
it meant the discontinuation of a 
popular consumer product, a course 
of events from which they have very 
slowly recovered. Paint became a 


much needed war material and was 
therefore being constantly im- 
proved upon. No one needed to 
decorate with wallpaper. 

Through this impetus, the paint 
manufacturers brought a superior 
product to the post-war building 
boom with the result that it is 
still the No. 1 method of covering 
a wall. Less technical skill was 
needed for the application of 
factory-mixed paint of a pleasing, 


APPLY IMAGINATION TO THE OFFICE WALL 


decorous color, and people who 
could not master the use of a brush 
rolled paint blithely over faded 
walls with a new-found confidence. 

Production of synthetic materials, 
which also characterized war-time 
ingenuity, pointed a way to success 
for “man-made” materials during 
peaceful times, and wall coverings 
took on a new decorative dimen- 
sion. Now, vinyl fabrics are synony- 
mous with beauty, strength, and 


Muralist Windrow, working at the Tinker National Bank, Centereach, N. Y., conducts George Washington on an 
historical ride through the Long Island countryside. Familiar landmarks link the present to a significant past. 
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Hushalon felt wall covering by American 
Felt Co. softens the aspect of a room. 


Yucatan Stone (above) and the sculptural 
pierced wall (below) are imaginative 
products of Art For Architecture, Inc. 
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Beware the miraculous claims for color 


practicality. Although a yall that 
has been painted with a quality 
alkyd flat can be washed several 
times, the wall does not retain its 
original spark, and the vibrancy of 
color diminishes in a_ relatively 
short time. Color fastness and dura- 
bility are qualities being constantly 
improved upon in paint. 


Vinyl retains freshness 


A wall covered with good vinyl 
fabric, however, will retain its 
freshness over a longer period of 
time, and through mvre strenuous 
treatment. For this reason, vinyl 
coverings are readily applied to 
corridor walls and other areas in 
which the walls receive abuse. Paint 
is still the product more often used 
in decorating executive offices, al- 
though grass cloth, natural and 
vinyl fabrics are enjoying a vogue. 

The color flexibility of paint has 
become especially popular in an 
age when color has invaded the 
office with the sanction of psy- 
chology. The wonders that color 
hath wrought in the market place, 
in stimulating the sales of visually 
drab products, have — fascinated 
personnel executives and __ office 
designers. “Cool,” “warm,”  “re- 
freshing,” “depressing,” are names 
applied to colors and color combin- 
ations that are often looked upon 
as secret formulas for unlocking 
latent personnel capabilities. 


The effects of a well decorated, 
pleasing working environment are 


; 


rpppereiii ever 
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undisputed, but the Pavlovian 
powers of color as applied in office 
decoration are limited to hypo- 
thetical results. A hopelessly incom- 
petent worker is likely to remain 
so in any environment, and the 
“right” color combinations (those 
that have been picked after “many 
years of scientific research”) ap- 
plied without imagination, are 
likely to be uncommonly dull. 
Manipulation of personnel attitudes 
through color is a boast of some 
unreasonable decorators who have 
derived laws from isolated instances 
and pseudo-scientific observation. 
Selling a product to a whimsical 
consumer market requires altogether 
different attitudes than personnel 
management; the application of 
color packaging principles to office 
decoration can be a_ misleading 
practice. 


Economic considerations 


Economy should be a_ primary 
consideration in choosing color for 
a wall. Does the wall become hand- 
marked? Do chairs rub against it? 
There is very often a self-defeating 
tendency to apply a paint on the 
wall that is already a dirty color in 
order to hide the dirt it will even- 
tually accumulate. Vinyl plastic 
wall coverings are durable, generally 
color-fast, and easily maintained. 
The designs available in vinyl 
fabrics are becoming so numerous 
as to eliminate design as a serious 
pre-purchase consideration. Some 
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Paneling such as this Algoma architectural cherrywood by U. S. Plywood Corp. is still a favorite wall covering. 


vinyl fabrics are colored through- 
out; others have a base of color 
fused to the underside of a trans- 
parent sheet of vinyl. The colors 
are generally stable, with the excep- 
tion of areas that need continuous 
scrubbing. 


Walls at Socony Mobil 

Wall coverings for the pace- 
setting Socony Mobil building in 
New York were chosen by a team 
of planning executives, with the aid 
of architect J. Gordon Carr, on the 
basis of four points: original cost, 
ease of maintenance and resistance 
to wear, aesthetic potential, and 
physical properties (acoustical, light 
reflectance, etc.). Vinyl fabric was 
chosen by the group to cover the 
areas exposed to heavy traffic. Walls 
in other areas, including executive 
offices, were covered with paint. 

The average cost of vinyl fabric, 
according to architect Carr, is ap- 
proximately 60 cents per square 
foot, while the cost of paint is only 
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Cut into a wall of white Vermont marble, 
an abstract mural inlaid with gold leaf 
decorates the recently opened Corning 
Glass building on New York’s Fifth Ave. 
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A wallpaper scenic from Murals, Inc. 
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MASO new 
bookcases, with 
decorative de- 
sign and beauti- 
ful finish, have a 
wide variety of 
uses. Attractive 
as corner or wall 
bookcases — in- 
dividually or 
grouped; island 
dividers, coun- 
ters. Provide 
working, shelf or 
counter area; of- 
fice or stock- 
room storage. 


one-sixth of that price. After four 
years of daily wear at the Socony 
Mobil building, the vinyl wall fab- 
ric is meeting all expectations, with 
one exception: It does not resist the 
impact of mail carts and similar 
gouging objects. To remedy this, 
the Socony Mobil maintenance de- 


Choice of finish to blend with modern office or store furnish- 
ings: Desert Tan, Mist Green, or Gray. Adjustable shelves. 
Open, or choice of two types of sliding doors— 


LOW-COST 
SMART * STURDY « VERSATILE 
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Coffee-breaks pose wall problems 


partment has recommended that 
tempered masonite be installed 
along the wall in specific corridors, 
Other areas covered in vinyl fabric 
have retained an original freshness 
that planners say should last an- 
other six or seven years. Vinyl 
fabrics also protect the plaster of a 


Group arrangement 
of 29” and 42” Units 


42" MODEL 


steel or glass. Finish is baked-on-enamel. All 


door or basic unit style. 


Address 


INTERSTATE METAL PRODUCTS CO., INC. _ 


| (Office Equipment Division) 
| 666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 

Please send your FREE CATALOG giving complete information on new 
| MASO bookcases and supply units. 
| 
| 


(Circle No. 43 on Reader Inquiry Card) 


models in 12” or 18” depths. Readily convert to 


wall, thereby eliminating periodic 
patch plastering. Once applied, 
however, the covering is inseparable 
from the plaster, and requires a 
tedious if not impossible process of 
removal. The surface of vinyl is 
not one that receives ordinary paint, 
nor can other materials be easily 
and economically glued over it. A 
vinyl fabric covering an area that 
is exposed to medium to heavy 
trafhe is given a life expectancy of 
ten years, and longer in areas that 
receive little abuse. 

Coffee-break areas are becoming 
a problem, not only as to floor main- 
tenance, but in wall maintenance as 
well. Vinyl resists hand prints and 
body contact exceptionally well, but 
continuous washing of an isolated 
area causes a discoloration in some 
products. The problem has caused 
architect Carr to plan special coffee- 
break areas in buildings of the 
future, where more permanent, 
stain-resistant materials will be used 
in special, pre-planned areas of the 
corridor. 

Wallpaper ‘‘scenics’’ 

Wallpapers are again becoming 
popular as a result of new materials 
and new designs. A wall covering 
by Polyplastex uses natural fibers 
and textured fabrics (also real 
leaves and = natural butterflies) 
covered with an invisible layer of 
washable vinyl film and backed by 
a high-quality paper for easy in- 
stallation. Some manufacturers offer 
to spray highly designed or scenic 
wall paper with a plastic to protect 
its surface. This treatment resists 
ordinary domestic soilage and costs 
relatively little. 

Scenic wall paper is coming into 
prominence as an inexpensive, yet 
artistic, treatment for walls in 
waiting rooms and reception areas. 
“Scenics” range in subject matter 
from industrial to the finely orna- 
mental and can be purchased in 
three or four color combinations 
with various background textures. 

The wallpaper scenic is generally 
printed on three to seven separate 
rolls of paper and applied in the 
normal manner. New photographic 
silk screen processes have increased 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


fo a ne aa a Ee gl ne. oe 
| : 
) a a 
——E— 
y 1} ~ Ge : a : 
|! ' & % : 
, | vr , | io 
| A gE 
j | \ Mi , 
4 2} | "% 
| aan Oe 
| 74 f . 
eae fg wa ‘7 
3 : —— : 
= 4 : 
7 
Pe Rea -— 7 ae 
z 1. oe \t 4 9 
———— ll : 
ae ; | me 3 —— ; x J 
: " oni 3 = “ ; Ps 
= , a - ‘ i bis ; — =| 
.. : , — ae ee er 
| ee OUR 27th YEAR 
| 
ee 
- a 
a = 1 + 
| - 
| ee «| - * 
- } zs ie | Company Sn Rn oper OTN scipinnatindgniaiipulstataianaiaantcss 
is 68 a 


odic 
lied, 
able 
Sa 
S of 
1 is 
int, 
asily 
t. A 
that 
eavy 
y of 
that 


ning 
\ain- 
ce as 
and 
but 
ated 
ome 
used 
ffee- 

the 
ent, 
used 
. the 


ming 
rials 
ering 
ibers 
real 
flies) 
er of 
by 
y in- 
olfer 
cenic 
otect 
esists 


costs 


- into 
>, yet 
s in 
areas. 
vatter 
orna- 
ad in 
ations 
tures. 
erally 
yarate 
n the 
aphic 
reased 


SINESS 


A new line of office furniture 
So compatible it serves the president 


or the secretary... appropriately 
and with equal ease 
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The ¥ 4000 Line by 
ALL-STEEL EQUIPMENT INC. 


Aurora, Illinois rN 


Write today for your free catalog 
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....you don’t 
change 
machines 


es 
. 4 
You simply : 
¢ Instantly 
chan Q ; Changeable 
g $ Types... 
§ Here are 
] ¢ just a few 
e s of the 
@ ¢ many styles 
. 
To supply your printing $ ABCdef g 
and duplicating needs, ° 
adequately, with true, P ABCdefg 
print-style faces calls 3 ABCdefg 
for a variety of type $ 
designs. This is a : ABCdefg 
simple procedure with e ABCdefg 
VARITYPER. Simply ¢ 
change the type face... § ABCdefg 
in two seconds...using °¢ 
two different type : ABCdefy 
fonts at one time. e ABCdefg 
Imagine the variety of $ ABCdefg 
needs you can cover § BCdef 
...all professionally e A erg 
exact...all profession- $ ABCdefg 
ally attractive. You § 
use only ONE machine : ABCdefg 
and a thousand differ- ¢ AB Y5eqy 
ent faces to do it 5 ABCdefg 
with. Nothing can be ¢ ABCdefg 
more economical ¢ ABCdefe 
and convenient. e 
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THE MACHINE WITH 


DIFFERENT FACES 


Text by VARITYPER, Heads by HEADLINER 


SUBSIDIARY OF 
ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


SOCOSSSSOSSSSSOSSSSOOSSSSESSEESESE 
VARITYPER CORPORATION 
720 Frelinghuysen Avenue, Newark 12, N.J. 


Please send me VARITYPER Book D-117 
NAME....... PIYTTTITITITI TTT TTT ttt seece 
COMPANY ccccccccccccccccccsecccccccccccescoosccccecs 
ADDRESS....... eocccccccccce 


CITY ccccccevncccccccccveceses DONE... STATE... 0005 
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Coffee-breaks present . 


the quality of detail available in the 
scenics, thereby enhancing their 
desirability. Wallpaper of the same 
texture, or of an identical color 
pattern as the scenic, is generally 
applied to the surrounding walls. 


The painted mural 


Hand-painted murals are a rare 
art species in the business office. 
Practiced and enjoyed more fre- 
quently in Europe, the painted 
mural requires a high degree of 
artistry and an equal amount of 
appreciation. The individual busi- 
ness man is reticent about hanging 
a Currier & Ives print in his office, 
and has only lately, following 
corporate indulgence, taken art into 
his area of business interest. A mural 
is a committment that the ordinary 
business man is afraid of making, 
“. .. as if they won’t be in business 
next week,” says Pat Windrow, 
practicing muralist on Long Island's 
svelte North Shore. “I think we 
have forgotten that a majority of 
the world’s great art is painted on 
walls, not to mention ceilings, that 
are centuries old.” 

With headquarters in the Phan- 
tom Horse Art Gallery, Setauket, 
Long Island, Miss Windrow has 
numbered among her clients banks, 
small industry, restaurants, private 


Authentic art is a living 
element of decoration 


soilage problem that requires special treatment of walls. 


clubs, and discriminating home 
owners. One of the most frequent 
objections voiced against murals by 
business men, according to Miss 
Windrow, is the fear of boredom. 
“They have a bad habit of project- 
ing job attitudes where such at- 
titudes have no relevance. They 
forget that as an artist, I guarantee 
them against boredom in my crea- 
tion — against static, uninteresting 
‘Factory Art’.” According to Miss 
Windrow, a wallpaper scenic guar- 
antees a certain artistic standard, 
but it is also limited by that 
standard. “They use ‘safe’ colors,” 
she says, “colors that go with every- 
thing, which is OK, I guess, if you 
live that way. There is no limit to 
the amount of color I use and I am 
not restricted by mass appeal, and 
the price is only slightly higher 
than a wallpaper mural of the same 
size.” 


Employee talents encouraged 


Further evidence that art is estab- 
lishing a foothold in business is the 
number of companies that have 
encouraged painting and sculpture 
among their employees. Rewards 
are given to the most accomplished 
artist, and an exhibition of his work 
is held in the company reception 
area before being placed on perma- 
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ISINESS 


DIXON’S NEW “MARVELEAD” 
MAKES ALL OTHER 
PENCIL CLAIMS 
OBSOLETE 


Discover for yourself the magic of Marvelead. This all new nothing can match the crisper, sharper, smoother writing 
Dixon Ticonderoga Pencil transforms ordinary writing into of the new Ticonderoga Marvelead. And you can Pick-Your- 
an exciting experience. « No matter what your favorite Point in 5 degrees of ‘‘Marvelead”, to suit your personal 
writing instrument is — ball pen, fountain pen or pencil— touch. Treat yourself to a Ticonderoga today. 


lll, DIXON TICONDEROGA 1388 — 2 @—D BBR 


THE JOSEPH DIXON CRUCIBLE CO. JERSEY CITY 3, NEW JERSEY 
SANDUSKY, OHIO . NEW MARKET, CANADA . TICONDEROGA, N. Y. ° MEXICO CITY, D. F. 
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ANDTO | 
INTRODUCE. 222m 


J UJ i’ N EW The only authoritative study ever 

made, aimed at telling office man- 

ae a agers how to best use and distribute 
MARVELEAD mn. 


This startling report, the 
result of an exclusive 
study made for 
Dixon by America’s 
foremost cost 

control authority 
—Phil Carroll, P.E. 
—outlines five 
suggestions for 
saving money 
through better 
methods of pencil 
usage—in any 
office—in any 
industry—with 
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Researched and Written By A NOMA Member. DIXON'S NEW MARVELEAD 

This research holds promise for sizeable cost reductions in any office IS AVAILABLE IN FIVE DE- 
staff. The suggestions in this report, if followed, will result in actual cash GREES OF SMOOTHNESS — 
savings, not only with pencils but with other comparable expendable NO. T EXTRA SOFT, NO. 2 
office supplies. Following these suggestions will prove that the wood- SOFT, NO. 2 5/10 MEDIUM, 
cased pencil is still the most economical writing instrument the world NQ. 3 HARD, NO. 4 EXTRA 
has known. HARD, 

Send for this revealing report today. Simply write your request on TREAT YOURSELF TO A 
a company letterhead and mail to Department A. & S. P. TICONDEROGA TODAY! 


THE JOSEPH DIXON CRUCIBLE COMPANY 
JERSEY CITY 3, NEW JERSEY 
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nent display within the building. 
A wip to obscure galleries and col- 
lective art shows often turns up the 
product of a young artistic talent 
for a price slightly higher than the 
cost of materials. If matted water 
colors or framed oil canvases are 
desired for decoration, a neutral 
paint or a neutral colored wall cov- 
ering of slightly matted design 
forms a good background. 

In areas that require a high de- 
gree of acoustical treatment, sound- 
absorbent materials may be de- 
sired for the wall. Acoustical paints 
are available, as is paneling made 
of material similar to acoustical 
ceiling tiles. In some cases, tiles 
used on the ceiling can be used for 
walls. Vinyl wall coverings also 
contain some properties of acous- 
tical efficiency, as do natural fiber 
and grass cloth wall coverings. 


New wall coverings 


One of the latest wall coverings 
on the market, a luxurious wool 
felt with vapor barrier backing for 
dimensional stability, has been 
proven to be an important sound- 
reducing material. Special treatment 
of the felt makes it mothproof, soil- 
resistant, flame-resistant, and easy 
to install. It is available in 30 dif- 
ferent all-solid colors and softens 
the general aspect of a room. Rough 
fabrics such as burlap, in a com- 
mercially prepared or raw grade, 
make a highly acoustical wall 
covering and do not require an 
excessive amount of upkeep. Wall 
rugs are an excellent method of re- 
ducing room noise and an equally 
suitable form of decoration. The 
hand-knotted rugs of creative artists 
such as Sweden’s Bittan Valberg are 
collectors’ items. 

For interior walls, where a certain 
passage of light is desired along 
with visual privacy, a number of 
translucent products meet strin- 
gent design specifications. Large 
vinyl panels are available that trans- 
mit light without glare and that 
use genuine Italian grasses, leaves, 
and other design motifs. For small 
walls and dividers, Tropicel trans- 
lucent panels of structurally strong, 
polyester resin and glass fiber 
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Keeps papers spillproof, secure, in place. Saves 
re-filing. Speeds finding. Ends “missing paper” 
panic. Durable, genuine pressboard folders are 
trim, firm, sag-proof. Save finding time—and 


drawer space. Fast transfers—old file slides out, 
new fastener slides in! 


‘wet ACCOBIND 


Or write: ACCO PRODUCTS, GENUINE PRESSBOARD FOLDERS 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


ASK FOR ACCO’s new booklet 
“Ideas That SaveTime and Space” 


(Circle No. 1 on Reader Inquiry Card) ® ttco. 1 
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Savings are automatic, too 


with 
“AUTOMATABELS’ 


Start saving up to 10% right now with 
Ever Ready’s new pin-feed automatic 
labels. These amazingly inexpensive 
“‘Automatabels” have refashioned auto- 
matic labeling and proved a consider- 
able savings for banks, insurance firms, 
schools, government agencies and vir- 
tually every type of business. In three 
sizes, thrifty “Automatabels” will op- 
erate smoothly and effectively in every 
business machine with a pin-feed platen 
or tractor feed, and in addition, are 
used extensively in convenient roll form 


995 


Gentlemen: 


COMPANY 
STREET ADDRESS 


[[] Please send me detailed information regarding ‘‘Automatabels."’ 
([] Please send me actual samples of your ‘‘Automatabels.”’ 
[[] Please send me Ever Ready’s Label Idea Kit. 


ee ee 


ee ee ee 


CITY, ZONE, STATE .. .cccccccccccccccee PPrrrerrrrer rrr ree eeccce erecccccces eee 


for all platen feed typewriters. 

“‘Automatabels” are pressure sensitive 
and will adhere to almost anything. 
Their adhesive provides a smooth- 
as-glass surface when applied to tabu- 
lator cards, assuring perfect operation. 
Ever Ready’s 50 years of label experi- 
ence guarantees the finest quality at 
quantity prices. Send coupon below 
today for more detailed information 
on “Automatabels” and Ever Ready’s 
Label Idea Kit. ‘““Automatabels” come 
in roll form and fanfolded packs. 


eve Rm READY LABEL 


eroeatrtown 


354 Cortlandt Street + Belleville 9, New Jersey 
leaders in label printing for almost half a century. 


----------------- 9 


(Circle No. 31 on Reader Inquiry Card) 


bonded against geometric cores 
(honeycomb, color wheels, wood- 
curl, circlets, etc.) make an extra- 
ordinary effect. Available in a 
variety of colors, Tropicel panels 
combine the translucent projection 
of light and bold color through 
imaginative geometric designs. Glas- 
Wich, as the name implies, is made 
of decorative components sand- 
wiched between two sheets of glass 
and bonded permanently together. 
The glass can be clear, textured, or 
tinted, in sizes up to two inches in 
width. Available patterns range 
from metallic strands or natural 
bamboo to the exotic fan leaf of 
the ginkgo tree. Doors, as well as 
glass panels, can be fitted with the 
same, or a complementary, design. 


Mosaic and stone 


Walls of mosaic have not lost 
their appeal, although their popu- 
larity as a legitimate, artistic me- 
dium has been concentrated in 
office accessories such as ash trays. A 
high relief modular block called 
“Yucatan Stone” resembles the 
hand-carved blocks that decorated 
temples of the primitive Mayan 
Indians who occupied Mexico's 
Yucatan peninsula. The blocks are 
natural grey in color and make an 
appealing wall surface. 

One of the few sources of color 
in an office is the wall. It can be 
painted, decorated, made an object 
of admiration — or an eye-sore. A 
wall can become a physical limita- 
tion or an asset. It is an important 
factor in design and decoration. 
Most of all, it is a challenge to the 
imagination. 


The staff of Office Management 
and American Business wishes to 
acknowledge the cooperation of the 
following companies that provided 
information and_ photographs: 
American Felt Co.; Art For Archi- 
tecture, Inc.; Arvin Industries, Inc.; 
J. Gordon Carr, architect; Dear- 
born Glass Co.; The B. F. Good- 
rich Co.; Albert Van Luit & Co.; 
Masland DuraLeather Co.; Murals, 
Inc.; National Design Center; 
Owens -Corning Fiberglas Corp.; 
Polyplastex United, Inc.; United 
States Plywood Corp.; United States 
Rubber. 
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NOVEMBER 1960 


Finally, a single system automatic typewriter— 
it does its punching and its typing 
all with this one simple standard keyboard. 


typewriter. Directions: roll in a pieced Seale Saick ' : 
| switch . .. type the first letter, This automatically = 
ator sees every am ym 


E me a walt Wi orvee ge ne 
a ~ Does your company ever have ~ ae © 


eine or of t remiss Wiploveas sailed nan 


plicated outmoded systems? Then get in touch with | 
~ Royal McBee Corporation, Port Chester, New York, 
for full information on the brand new Royaltyper. i. 


Product of Royal McBee Corp., World’s Largest Manufacturer of Typewriters. RUYAL 


(Circle No. 71 on Reader Inquiry Card) 
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NEW SYSTEMS AND EQUIPMENT 


4q Microfilm reader N-19 


Unperforated 16mm. microfilm 
in 100-foot rolls is used with the 
new, lightweight Recordak Model 
310 microfilm reader. Less than 20 
inches in height, the 310 has a 
9- by 12-inch viewing screen that is 
tinted a soft green to ease operator 
eye fatigue. The unit is available in 
reduction ratios of 20:1, 24:1, 32:1, 
and 40:1. Recordak, 415 Madison 
Ave., New York 17. 


q Refrigerator N-21 


Refreshingly convenient is the 
built-in Astral spot refrigerator, 
which runs silently on either AC 
or direct current. It is available 
in standard chip-resistant white 
enamel, modern wood tone, or with 
a pre-paint finish that can _ be 
sprayed to match existing decor. 
Morphy-Richards, Inc., 232 S$. Van 
Brunt St., Englewood, N. J. 


> Rubber stamps N-22 


Self-inking rubber stamps with 
desk stand are made to order with 
any of five different ink colors. Six 
lines of copy can be imprinted on 
each stamp. Stampak, 225 Pack 
Ave. South, New York 10. 


See also the section of new products to be displayed at the Business 
Equipment Exposition in Los Angeles, Nov. 1-4, which begins on page 58. 
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A Calendar N-20 


Every hour of the week may be 
accounted for at a glance when 
using the Date-Dex, double-page 
loose-leaf desk calendar. Trays are 
made of unbreakable plastic in 
colors of ivory, light gray, moss 
green, and marbleized brown. Each 
Friday sheet is stiffened to allow 
quick scanning of the week to 


come. De Mathe- Walker, 2300 @ 


Northern Life Tower, Seattle |. 


a 


En 4 
| 
q Card indexer N-23 


The exposed edges of index cards 
are marked with the Card Indexer 
for use in the Semi-Visible third- 
dimension card indexing system. 
The entire system in which the in- 
dexer is used is said to be very 
economical, more flexible than or- 
dinary systems, and compact. Weath- 
erly Index Co., P.O. Box 103, 
Tampa, Fla. 
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Now, you can get a ready-to-use engineering print . . . in 


seconds and on ordinary cut-sheet paper . . 
film aperture card. 

The XeroX® Copyflo® 1824 printer makes 18” x 24” 
prints, or smaller, at an extremely low cost. Also reproduces 
on vellum or offset paper masters. 

Operation is automatic. Prints emerge dry, ready for im- 
mediate use, as fast as four a minute. 

And the quality of reproduction is excellent. The image 
is sharp black-on-white and won’t rub off. There is no 
odor, no waste, and the paper may be written on with pencil 
or pen. 

Thus, regardless of your engineering-drawing-reproduc- 
tion volume, you can now enjoy the tremendous savings in 
time, money, space, and materials of a unitized microfilm 
system. 

Formerly, such economies . . 


. from a micro- 


. from $20,000 to $100,000 


A. Operator inserts mi- 
crofilm aperture card. 


B. Next, operator inserts 
a sheet of ordinary pa- 
per or vellum, or an off- 
set paper master. In- 
sertion starts automatic 
printing and processing 
cycle. 


C. The first print is au- 
tomatically delivered in 
30 seconds, subsequent 
prints (of the same or 
different drawings) 
every 15 seconds. 


= 


annually .. . required a substantial reproduction need to 
make the system feasible. 

Today, however, the Copyflo 1824 printer brings the 
same proportionate benefits to small-volume users as to 
large. No need now for vast files of engineering drawings. 
Microfilm aperture cards take only a fraction of the stor- 
age space required for other reproducibles. No more costly 
waiting for prints. And prints made by a Copyflo 1824 
printer are so inexpensive, your engineers can discard them 
after use. 

Write today for 1824 booklet giving full benefits you can 
expect from a Copyflo 1824 printer. Haloid Xerox Inc., 


60-251X Haloid St., Roches- 
ter 3, N.Y. Branch offices in i A L oO 4 D 
XEROX 


principal U.S. and Canadian 
cities. Overseas: Rank-Xerox 
Limited, London. 


(Circle No. 67 on Reader Inauiry Card) 
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NEW SYSTEMS AND EQUIPMENT 
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4 Cigarette box N-25 


Walnut cigarette box with mosaic 
inlay is 11 inches long, 41% inches 
wide, and 2 inches deep. A match- 
ing lighter of similar hand-made 
quality is also imported from Da- 
mascus. Kamar Import Co., 3018 
Crenshaw Blvd., Los Angeles 16. 


v Acoustical hood N-26 


Key punches, verifiers, and tape- 
to-card machines are guaranteed a 
50 per cent reduction in sound 
when one uses the Acoustinet Model 
IDP-100. Lighting is included in all 
units, and a tiltable shield allows 
complete access to all moving parts. 
The unit is designed to rest on the 
machine and requires no legs or 
fastening techniques. Gates Acous- 
tinet, Inc., 2690 Sheridan Drive, 
Tonawanda, New York. 
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4 Telephone amplifier N-27 


Fully transistorized, the Phonex 
telephone amplifier is completely 
portable and requires no installa- 
tion. The precision electronic instru- 
ment allows one person or a group 
to carry on hands-free telephone 
conversations. Retail price, com- 
plete with transistor battery: 
$34.95. National Marine Corp., 
1819 Miami St., South Bend, Ind. 


A Automatic files N-24 


By pushing a button on the selec- 
tor panel, the operator receives any 
one of the more than 4,000 records 
within the Electro Kardex self- 
contained work unit. A slide con- 
taining the desired record auto- 
matically positions itself at posting 
level before the operator in an 
average of four seconds. Remington 
Rand Division of Sperry Rand 
Corp., 122 E. 42nd St., New York 17. 


& Water cooler N-28 


Plumbing components are com- 
pletely enclosed in this water cooler 
that can be mounted from both 
wall and floor. Design of the new 
cooler permits drinking from either 
side and features a no-squirt bub- 
bler and anti-splash basin. General 
Electric Co., 14th and Arnold St., 
Chicago Heights, III. 
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each customer’s profile . . . 


an address card master... 
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Scriptomatic Model 10 extends the economies 
of card masters, (punched or plain) to nearly 
all list users. Conveyor-stacker available. 


Modern Addressing—Data Writing Machines and Method: 


NOVEMBER 1960 


A Scriptomatic Addressing Machine “reads” any punch 
card . . . selectively addresses and/or skips, sorts and 
counts as programmed—and without disturbing card file 
sequence! Masters are made in seconds on an electric 
typewriter... print directly to almost any size and type of 
mailing piece. Address masters remain the integral part of 
your card filing system. Dollar savings are as substantial 
as the cost of paper versus metal plates—with bonus sav- 
ings in lower labor costs and up to 75% less filing space. 


Scriptomatic represents the “perfect marriage of punch 
card records and addressing equipment”. No other address- 
ing and data writing system permits such versatility and 
economy for production operations—and there’s a Scripto- 
matic model designed for your specific needs. Write 
today for detailed data, and case histories in your field. 


SCRIPTOMATIC, INC. 


1111 Vine Street * Philade'phia 7, Pennsylvani 


(Circle No. 73 on Reader Inquiry Card) 
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P.A. able 
to perk 
earlier! 


Pitney-Bowes 


MAILOPENERS 


Pirney-Bowes, INc. 


Your Purchasing Agent gets his 
mail earlier—the specifications, prices. 
delivery schedules he needs for making 
decisions—1t you have a MailOpener. 


e@ A MailOpener trims a hairline edge 
off the envelope. neatly, accurately, safely 
and swiftly. 
size, weight or stock. 


Handles envelopes of any 


e@ Invaluable time and work saver in 
any office. Three models, hand or electric. 


Ask any Pitney-Bowes office for a free 
demonstration in your office. Or write 


for free illustrated booklet. 


FREE: Send for handy desk or wall chart 


HAMOLS ANG RECEIPTS 


a 2960 Walnut Street. Stamford, Conn. : . 
Palatina ef tegument of postal rates, with parcel post map 
ate : i. J . 
vm 139 offices in U.S. and Canada. and zone finder. 
a8 (Circle No. 62 on Reader Inquiry Card) 
ee 
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1 writing /2- 3-4 records! 


MULTI-RITE ACCOUNTING SYSTEMS can help you cut posting time up to 75% 


With a Multi-Rite System, one writing completes 2, 3, or 4 accounting records! 
You eliminate mistakes often made in transferring figures, cut out re-checking 


time. 


Many different Multi-Rite pegboard accounting systems have been devised 


the fastest, simplest Multiple Posting systems on the market. There's one for 
every office—doctor’s, lawyer's, merchant's. We'll help you select the system 
best for your client—or develop a special one for specific needs. 


> ® For complete details 
Rs on the Multi-Rite peg- 
} board accounting system, 
send us this coupon. 
| Name 


L 4 | Address 


i City 
ee 


YAWMAN & ERBE MFG. CO., INC., C. E. Sheppard Div. 
44-13 TWENTY-FIRST ST., LONG ISLAND CITY 1, N. Y. 


fl I would like literature on Multi-Rite Systems for | 
| () Payroll () Hospitals [) Doctors [) Insurance Agencies | 
| () Accounts Receivable [) Accounts Payable (Check Writing) 

| ( Time Payment Plans [) Other: 


() Accounting Forms | 
Firm | 


(Circle No. 74 on Reader Inquiry Card) 
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NEW SYSTEMS 


Dictating machine N-29 
The Uher Universal $ dictation- 
transcription machine provides eight 
hours of recording on a five-inch 
reel of magnetic tape. A hand mi- 
crophone controls — stop, — record, 
rewind, and playback. The Akusto- 
mat accessory provides the unit with 
voice-actuation and slide projector 
synchronization. Warren |. Weiss, 
346 W. 44th St., New York 36. 


Print-punch N-30 
Multiple stub tag systems can be 
used as basic input media when 
processed by the Numbering Print- 
Punch machine. The device pro- 
duces either 20 or 26 digits of im- 
printed and code punched data, 
plus a five-digit imprinted and code 
punched serial number on each 
stub in a Print-Punch tag. Dennison 
Mfg. Co., Framingham, Mass. 
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AND EQUIPMENT 


Vending machine N-31 
Coffee, tea, whipped hot choco- 
late, and soups are dispensed from 
the new “300” Brew-A-Cup auto- 
matic vending machine. Each cup 
of coffee is brewed separately from 
individual “pods” of freshly ground 
coffee in six seconds; the other bev- 
erages are made from dry commodi- 
ties and mixed internally. Rudd- 
Melikian, Inc., Hatboro, Pa. 


Conveyor-stacker N-32 

The conveyor - stacker, designed 
for the Scriptomatic Model 10 Ad- 
dressing Machine, stacks copy ma- 
terial in order and permits con- 
tinuous unloading of completed 
forms without stopping the ma- 
chine. The unit contains its own 
motor driven power. Scriptomatic 
Inc., 300 N. 11th St., Philadelphia. 


NOVEMBER 1960 


NEW CORMAC 3800 WITH 
FLO-TRONIC CONTROL 


means better photocopies—faster e 


Now you can get the unequalled accuracy 
and copying quality of diffusion-transfer 
photocopying — with completely dry con- 
venience! No messy pouring or mixing of 
chemicals. No chance of spills—thanks to 
Flo-Tronic Control. 

Just flip a switch and instantly, electroni- 
cally, your CORMAC “300” is ready to 
produce photo-accurate copies of anything 
you need—letters, sales orders, invoices, ads, 
articles, signatures, crayon, pen, pencil — 
even printed matter in any color! 

THE NEW CORMAC “300” with Flo- 
Tronic Control is the fastest, easiest to oper- 
ate, most fool-proof low cost photocopier 
on the market. Anyone can learn to operate 
it in five minutes. Photocopies anything in 
seconds—even spirit duplications. 

New Beauty—Blends with every office decor! 


ae ee 
Cormac Photocopy Corporation 
Dept. 312 
60 Fifth Avenue, New York 11, New York 


C] Yes, I'd like a five minute demon- 
stration of the Cormac “300” 


r 

| 

| 

| 

| 

| 

|  _ «) aa 
| C] Send me, Free Select-O-Master 
| Office Systems Guide that tells 
| me how to save time and money 
| 

! 

| 

| 

| 

| 

| 

| 


in photocopy. 


Company 


Address 


City Zone _ State 


SOLD AND SERVICED BY FACTORY- 
TRAINED REPRODUCTION SPECIALISTS 


We cs cs cs cs ca ee ee ee ee ee ee ee 


| 
| 
| 
ds | 
| 
| 
| 
| 
4 


CORMAC 


PHOTOCOPY CORPORATION 


EXECUTIVE OFFICES: 8O FIFTH AVE., NEW YORK 11, N.Y. 
(Circle No. 20 on Reader Inquiry Card) 
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TEAR OFF AND MAIL 


Your Copy Is Free! 


Please mail me a free copy of 
the booklet — Developing a Bet- 
ter Personnel Selection Program. 


Developing a Better 


PERSONNEL 
SELECTION 
PROGRAM 


WHAT IS IT?—an 8-page illustrated 
booklet suggesting ways and means 
for improving your present hiring 
methods. 


WHO’S BEHIND IT?—the Dartnell Cor- 
poration with over forty years experi- 
ence in management research; and 
the McMurry Company, specialists in 
solving personnel selection problems. 
Thousands of other companies like 
yours have already examined these 
ideas and are using them now. 


WHY JS IT FREE? By offering this 
booklet, plus a set of 24 per- 
sonnel forms, we hope to add your 
company’s name to the growing list 
of regular users of the McMurry selec- 
tion materials. 


HOW DO I GET ONE? You must write 
and ask for it. We have no sales rep- 
resentatives and cannot deliver this 
material to you except through the 
mails. 


SEND 

», FOR YOUR 
~ FREE COPY 
TODAY! 


DARTNELL 


corporation 


4660 Ravenswood Ave. 
Chicago 40, Ill. 


(Circle No. 22 on Reader Inquiry Card) 


NEW SYSTEMS 
AND EQUIPMENT 


Postage meter 


Lightweight and compact, the 
“Postalia” postage meter prints di- 
rectly on the surface of any mail 
item. A flip-out drum filled with 
fluid from a Postalia tube provides 
continual inking for several thou- 
sand imprints. The five-pound unit 
can be used as a hand portable, as 
shown above, or it can be snapped 
into a manual or electric drive let- 
ter sealer for large-volume mailing. 
Postalia has been approved by the 
U. S. Post Office Department. Tele- 
Norm Corp., 55 W. 42nd St., New 
York. 


N-34 


Paper tape is automatically 
wound with this portable electri- 
cally driven device that operates on 
any flat surface. Winding tension is 
adjustable; a mercury switch cuts 
off the motor power when the tape 
becomes taut. Western Apparatus 
Co., 5600 Jarvis Ave., Chicago 48. 


Tape winder 


| 


NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME 


attccha 


PRESS-ON MASTER PATCH 


to your ledger cards 


SAVES TIME! Reduces statement addressing in 
the average office up to 66%. 

PREVENTS ERRORS! Eliminates wrong address- 
es, misspelling. etc. 

ENABLES YOUR LEDGER CARDS TO WRITE! In 


addition to heading statements and collec- 


tion notices you can also address direct 
mail, service follow-ups, shipping labels, 
bills of lading and other office forms .. . 
all from your ledger card file. 


@ Jut type the name and address ONCE on 
the PRESS-ON MASTER PATCH. They're easily 
prepared in an ordinary typewriter . . . no 
special equipment required. 


Print With The Machine Complete $70.00 
Model 60 with Supplies Plus Fed. 
Master Addresser | For 500 Accounts Exc. Tax 


Master Addresser Company 
6500-OE West Lake St., Minneapolis 26, Minn. 
(Circle No. 51 on Reader Inquiry Card) 
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TEMPORARY 
OFFICE PERSONNEL 


Skill and personality tests are only 
two of the sifting tools used by Olsten’s 
to screen candidates for its rolls. Every 
Olsten’s employee is the product of a 
fine-mesh screen. 

Olsten’s comprehensive screening is 
designed to save you time and money in 
selecting temporary employees . . . and 
more important, save lost time and effort 
on the job assignment. 

You get BONDED ($100,000 Blanket 
Position Bond) and INSURED employees, 
paid by Olsten’s. 


<yOstene’” 
TEMPORARY OFFICE PERSONNEL 


EXECUTIVE OFFICES 
147 West 42nd St. © New York 36, N. Y. 


OFFICES IN PRINCIPLE CITIES 


ITY! A proven and table Oisten's — 
Peace can be yours. write to. executive ot i 


"franchise 
__ fices for. facts 


(Circle No. 60 on Reader Inquiry Card) 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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$70.00 
lus Fed. 
Kc. Tax 
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Get 2 or 4 pictures 
in a minute with the 


FAIRGHILD- 
POLAROID*® 


IDENTIFICATION 
CAMERA 


ALL YOU DO IS LOAD AND SHOOT! 


Need multiple prints in a hurry? Can’t waste 
time waiting for development? Need badges, 
pass cards, file pictures at unpredictable 
times? Then you need the Fairchild-Polaroid 
ID Camera—for sharp, clean, permanent 
pictures. It’s pre-focused, and the strobe 
lights are pre-set. Anyone in your plant or 
office can operate it. 


DOZENS OF USES IN YOUR BUSINESS 


Government agencies, factories, banks, hos- 
pitals, hotels, department stores use this fast 
way to identify personnel, visitors, agents, 
customers, check cashers. Use photos on 
charge-a-plate cards, as credentials for ware- 
house personnel, truck drivers, route sales- 
men, or wherever a pass is required. 


For more information, write to Industrial 
Products Division, Dept. IPD 3, Fairchild 
Camera and Instrument Corp., 580 Mid- 
land Avenue, Yonkers, N. Y. 


INDUSTRIAL PRODUCTS DIVISION 


IRCGHILD 


CAMERA AND OAD INSTRUMENT 
(Circle No. Bey on Reader 7 tease Card) 
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NEW SYSTEMS 
AND EQUIPMENT 


Swivel chair N-35 | 


Open arm swivel chair for execu- 
tives has a sculptured walnut frame 


with crown-shaped latex foam cush- 
ions. Jens Risom Design, Inc., 49 
E. 53rd St., New York 22. | 


Closed circuit TV 


N-36 


Visual data are transferred instan- 
taneously from the console to any 
number of monitor TV screens in 
this visual intercommunications sys- 
tem. Using an ordinary 110 volt 
light socket for power and connect- 
ing cables to receiving monitors, the 
system can transmit records, blue- 
prints, checks, signature cards, led- 
ger sheets, and other vital business 
records without interruption. Data 
may also be transmitted to remote 
facilities through coaxial cable or 
microwave. Dage Television Div., 
Thompson-Ramo-Wooldridge Inc., 
Michigan City, Ind. 


To make 

Cypursting 
mistakrs 
is human 


To ERASE 
WITHOUT A 
TRACE*is 
easy when 
you use 


A.W.Faber 
GRASER S7IKe 


The original grey eraser point 
—aolways best for erasing. 


the 
invention 
that 
changed 
the 
Nation's 
Erasing 
Habits. 


* REG. TM 686.508 


AW.FABER 


RASERSTIK CALL SERVICED U.S.4.7099 - 


70998 with brush 20c. 7099 with- 
out brush 10c. Insist on the 
original and genuine EraserStik 
with the registered trade mark. 


SAPHIR HAND 
SHARPENER 


works like magic. 
Gives you the correct 
point on your 
EraserStik—then stops 
sharpening. 

If you use 

one, you need 
the other. Ask 
your Stationer. 


A.W.Faber-Castell 


Pencil Co., Inc., Newark 3, N. J. 
(Circle No. 32 on Reader inquiry Gard) 


AW.FABER 
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GILBERT MINTZ, CON- 
TROLLER of Colorforms. 


FUTURISTIC EXTERI- 
oR of Colorforms. 


A NATIONAL SYSTEM is 
fast, accurate and efficient. 


“Our @alional Accounting System 
saves us ‘0,400 a year... 


returns 86% annually on investment.”’ —Cclorforms. 


“Ever since we installed a National 
System, our accounting procedures 
have been vastly improved. 

“For example, the speed of our 
National Accounting System saves 
us a great many hours each month. 
This sizeable time saving results in 
more current records, up-to-date 
monthly statements, and the elimi- 
nation of overtime expenses. An- 
other benefit —faultless accuracy. 
Formerly our records were compiled 
by hand. This old method frequently 
produced errors in addition and 
errors in entry. However, our 


National Accounting Machine sys- 
tematically records all entries... 
computes all totals. Still another 
service—our National System is ex- 
tremely flexible. We use it for ac- 
counts receivable, accounts payable, 
payroll, and tax forms. 

“Our National Accounting System 
saves us $5400 a year... returns 86% 
annually on investment.” 


[ited Viet 


Controller of Colorforms. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES + 76 YEARS OF HELPING BUSINESS SAVE MONEY 


(Circle No. 57 on Reader Inquiry Card) 


Norwood, New Jersey 


Your business, too, can benefit from the 
many time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 
then continue to return you a regular 
yearly profit. National’s world-wide 
service organization will protect this 
profit. Ask us about the National Main- 
tenance Plan. (See the yellow 27% 
fe 


pages of your phone book.) 
“TRADE MARK REG. U.S. PAT. OFF. 
Oalional 
ACCOUNTING MACHINES | 


ADDING MACHINES + CASH REGISTERS 
nce paper (No Carson Required) 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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ADDING, CALCULATING, BOOKKEEPING, 
AND ACCOUNTING MACHINES 


By MARY D. LYONS 


WHEN MARY ELLEN McKEE at 
ihe age of 65 finally retired from 
the Rollo-Craft Manufacturing Co., 
alter 47 years of faithful clerical 
service, she was asked what she 
would miss most from her life with 
the firm. It was her last day, and as 
Mary Ellen’s eyes meandered mistily 
about the office, they finally came 
to rest upon a rather ancient look- 
ing machine in the corner. She 
stared at it fondly for a few seconds 
and then softly replied, “Josie .. . 
I believe it is Josie that I will miss 
the most.” 

“Josie?” asked the puzzled office 
manager. 

“Yes,” she replied. “Josie, my add- 
ing machine. She was with me 
through thick and thin. Office 
friends came and office friends 
went, but Josie was always there 
adding away — always dependable, 
predictable, and a_ never-ending 
source of help. I just couldn’t seem 
to get attached to any of the newer 
machines somehow—you know, the 
fancy computers and such.” 

Perhaps Mary Ellen’s comments 
seem a bit foolish and sentimental 
—the whimsical notions of a retir- 
ing senior citizeness but, strangely 
enough, Mary Ellen’s reasoning re- 
flects the significance of the ma- 
chines to be discussed in this section 
more vividly than one might think. 

For it has long been pondered 
just what the fate of standard of- 
fice equipment such as the add- 
ing, calculating, bookkeeping and 
accounting machines will be. In this 
age of electronic computers and 
increased mechanization of office 
procedures, will they be elbowed 


NOVEMBER 1960 


aside? Well, it does seem extremely 
unlikely! 

Apart from the fact that data 
processing equipment is still used 
primarily for the workloads of the 
giant corporation, standard office 
equipment will undoubtedly play 
an essential role in the day-to-day 
routines of offices of all sizes. 

Also, in spite of the efficient sys- 
tems programmed into various IDP 


equipment, work of a seldom recur- 
ving or exceptional nature still con- 
linues to exist, and standard office 
machines consistently prove of value 
in these circumstances. A_ large 
number of offices in the nation still 
do not employ any electronic equip- 
ment at all, and the standard ac- 
counting machines remain the 
major work-horses of these offices. 
Calculating machines can, of 


National Cash Register’s new Class 33 machine provides 21 separate totals. 
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Monroe Calculating’s LA-9 


course, handle a variety of work 
tasks. Aside from their regular 
duties, many models have a memory 
unit and recall keys, automatic po- 
sitioning of decimal points, the 
ability to extract square roots, com- 
pute in the binary numbering sys- 
tem, et al. There is, in fact, a place 
and a machine for all types of solu- 
tions to office figuring and data han- 
dling problems. The introduction 
of complex office equipment, in 
truth, has not replaced standard 
machines, except in those instances 
where the standards were not actu- 
ally capable of performing their 
duties at the speeds required. By 
the same token, the wide variety of 
equipment available is so gigantic 
that every office has a far better 
opportunity than before to acquire 
exactly the type and size of equip- 
ment that it needs. 

Adding, bookkeeping, and ac- 


Bar Kee Saad 


Safeguard Corp.’s Chek-gard 


counting machines are developing 
on their own, too. More and more, 
they are gaining new features to 
simplify their operations or to in- 
crease their capacities. Whether or 
not their mechanica! speeds can be 
increased to any appreciable degree 
is a moot question; it is possible, 
however, to achieve more steps au- 
tomatically on even the smallest 
equipment. Such figuring as multi- 
plying and dividing can be broken 
down into a form of addition or 
subtraction. What distinguishes the 
more complex machines from the 
smaller models is the degree to 
which the necessary intermediate 
steps in the figuring operation can 
be accomplished automatically. On 
an adding machine, then, multipli- 
cation may be performed by re- 
peated addition. On a calculator, 
the multiplier may be entered on 
a separate keyboard, so that the 
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Comptograph’s Model 12AM 


Everest’s Plurima adding machine 


operator has less work to do and 
Jess opportunity to make costly 
mistakes. 


The characteristic that distin- 
guishes bookkceping and account- 
ing machines and systems from ad- 
ding machines and calculators is, 
basically, the ability to enter de- 
scriptive information. These data 
may range from simple codes or bas- 
ic information to complete descrip- 
tions. An adding machine can be 
used to handle certain descriptive 
work through use of the non-add 
key in connection with numerical 
codes. But this descriptive feature 
usually is reserved for bookkeeping 
and accounting equipment, and this 
capacity may range from a few 
simple keys to a complete typewriter 
keyboard. Moreover, these machines 
often have more than one register 
on which to accumulate totals. The 
more registers, the more complex 
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Man vs. machine: Accounting machines prove too much for Jack Lemmon in “The Apartment.” (Photo courtesy United Artists.) 


the machine and the greater the 
variety of applications it can per- 
form. 

New ideas in office work proce- 
dures today usually necessitate 
greater mechanization, increased 
study of the work to ascertain 
which parts are routine and which 
parts are of a spasmodic or intre- 
quent nature, greater concentration 
on systems appraisal, and careful 
planning of the routines to which 
the various equipment will be ap- 
plied. 

Management administrators have 
become aware of the importance of 
mechanization, and more processing 
of repetitive work is being handled, 
even if only to a small degree, by 
some type of systematized ma- 
chinery. Most offices are not large 
enough to justify the installation 
of large machines; it is necessary, 
then, that routine work be carried 


NOVEMBER 1960 


out with regard to the capacities of 
the less complex machines avail- 
able. It is, quite naturally, fool- 
hardy to purchase machines first 
and then attempt to make the work 
fit them, but it is necessary to un- 
derstand what types of work may 
be expected from those machines 
now on the market and to deter- 
mine the best combination of work- 
ing method and machine. 


Machines best for ‘“‘routine”’ 


Since standard machines do offer 
such a wide variety of features and 
capacities, it is possible to develop 
many efficient systems and to co-or- 
dinate them with the machines 
used, 

There are, therefore, good rea- 
sons why there will always be office 
jobs large enough to make use ol 
equipment of any size, jobs neither 
so small as to waste the capacity of 


the equipment nor so large as to Lie 
up the machine department. Also, 
the special province of the machine 
is routine work, and, as we have 
noted, exceptions must be handled 
indjvidually. Although large com- 
puter installations can be pro- 
grammed to take care of many 
exceptions to routine without dis- 
rupting the work flow, exceptions 
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beyond its capacity must be handled 
by human agency. In many of these 
instances, the adding or calculating 
machine will prove an invaluable 
aid in exception problem-solving. 
The importance of standard equip- 
. ment in preparing input material 
for feeding into the computer is, 
of course, too obvious to require 
lengthy discussion here. The accu- 
racy of input data, however, has 
a direct bearing on the efficient op- 
eration of the largest data processor, 
and speed and accuracy are charac- 
teristics of standard accounting 
equipment when the operator is 
skilled and experienced. 

The final result of high-powered 
mechanization may, indeed, be the 
increase in the variety of jobs han- 
dled by the operator of standard 
machines, since these will be util- 

ized in exceptional cases where 
| individual decision-making and 
judgment are of the utmost impor- 
tance. Too, consignment of much 
of the office’s repetitive work to the 


—— 


Telephone talk is clear and distinct from a 
Model 45 <Acousti-Booth. Scientifically de- 
signed for noisiest locations; shops, factories, 
crowded concourses, etc. . . . provides full- 
size, walk-in booth acoustical efficiency in 
small space. Quality construction . . . attrac 
tive gray finish. 

GUARANTEED ACOUSTICAL PERFORMANCE 
For details and prices . . . 
Ask for Bulletin A-142-4N 


BURGESS-MANNING COMPANY 


Architectural Products Division 
749 East Park, Libertyville, Ill. 
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Model SBT Friden calculator accumulates extensions automatically. 


computer will relieve the standard 
machine operator of monotony and 
give her the opportunity to handle 
work of a more challenging nature. 

Features of integrated data proc- 
essing have been incorporated into 


what are otherwise standard office 
units. Some of these machines have 
been equipped to produce a com- 
mon language record of their oper- 
ations. For example, an adding 
machine may produce a punched 


NEW — Sharpens and gives 
long needle point. 


See your favorite Dealer or write 


FRED BAUMGARTEN 
EXCLUSIVE 
1000 Virginio Ave., N.E. Atlanta 6, Georgia 
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Artists Secretaries 
Bookkeepers Engineers 
Executives Draftsmen 
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Audion-Emenee introduces countless 
children to music through toys and 
musical products that ra from 
harmonicas to electric chord organs. 


BURROUGHS ALPHANUMERIC ACCOUNTING MACHINES PAY FOR 
THEMSELVES IN NINE MONTHS AT AUDION-EMENEE CORPORATION 


The seene: Audion-Emenee Corporation, New York City—world’s largest manufacturer of 
musical toys, and a leading producer of electric chord organs. The jebs: accounts payable, 
accounts receivable, payroll and cost analysis. The equipment: Burroughs F-1500 Alpha- 
numeric Accounting Machines. The results: according to President Herbert L. Merin: ‘““The 
productivity of these Burroughs Typing Accounting Machines is geared to such high standards 
that they returned our entire investment within 9 months. Turning out detailed records and 
reports efficiently and automatically, these machines keep pace with our mounting work load. 
And they facilitate decision-making through their ability to provide us with a complete and 
current picture of our financial status.” Burroughs—-TM 


For businesses of every size: Burroughs data processing 
line ranges from accounting machines to complete com- 
puter systems. It’s backed by outstanding services and 
systems knowledge, known for outstanding results. For 
details, action—and results—call our nearby branch. Or 
write Burroughs Corporation, Detroit 32, Michigan. 


Career opportunity: If you know anyone who might be 
interested in a professional-level — —- ig Pe 
e di keti organization have him write e P R ‘ i 
Staubach: Director of Sales Placement, at the above address. NEW DIMENSIONS / in electronics and data processing systems 
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Burroughs 
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Sheav-Acttow 
CORNER ROUNDERS 
$25.00 


Prices include one 
plug-in cutting unit. 


ADVANTAGES: 


¢ Clean-cut shearing 
—no chopping. 


Self-honing knives 
stay sharp longer. 


Automatic chip dis- 
posal. 


No bolting of 
knives to head. 


Change cutting 
unit in 3 seconds. 


No replacement of 
cutting blocks. 


$7§.00 


Prices slightly 
higher in Canada 
and west of the 

Rocky Mts 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. © Rochester 6, N. Y. 
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paper tape as a byproduct of nor- 
mal figuring operations. Or a book- 
keeping machine may be connected 
to a card punch. By such means, 
conventional equipment can be 
made part of large systems in which 
data can be recorded by one ma- 
chine in a form to be processed 
automatically by another machine. 


“One-writing” and other book- 
keeping and accounting systems are 
further examples of long-estab- 
lished, standard office equipment. 
“One-writing” equipment is <le- 
signed to permit the writing of 
several accounting forms simultanc- 
ously. Forms are placed one above 
another in such an alignment 
that items written on the top form 
can be transferred to the forms be- 
neath by means of carbon. In this 
way, it is possible to create several 
different forms that use identical 
information. 


In most instances, only selected 
items should appear on each form, 


acme visible rotaries 
... Spin, nearly a Qquarter-million 5x3 con- 
surner credit cards to users fingertips—at 
_ Broad Street rust Company of Philadelphia. 
_ Reference data moves .. . but the workers 
“do not. Resuit: Faster.customer service. . 
Employee fatigue reduced; Precious floor 
_ Space freed. Send coupon to see how Acme | 
: Visible Rotaries soon pay: for themselves! 
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ACME VISIBLE RECORDS, INC. | 
2111 West Allvi-w Drive, Crozet. Virginia l 
Please send information showing examples 

of many types and sizes of power and manual 
Rotaries now used by firms in many fields. 


NAME mTLe. 


city, 2ONE. STATE. 


and provisions are made for preven- 
tion of transfer of unwanted infor- 
mation or items. This is achieved 
by use of spot carbon, or by provid- 
ing an area printed with a heavy 
design on which data, although 
copied by carbon, are not legible on 
the copies. Certain forms, in addi- 
tion, can extend beyond the edges 
of other forms, when properly 
aligned, so that material which is 
not to be copied can be placed on 
the portions that do not overlap. 
These are only a few of the methods 
that are used to produce and main- 
tain neat, efficient bookkeeping 
forms. 


Pegboard holds forms 


As suggested before, successful 
arrangements of one-writing ac- 
counting system forms rest on three 
essentials—proper form design, so 
that information can be recorded in 
the necessary number of places with 
a minimum of effort in writing the 
form and in using the completed 
form; provision for a suitable de- 
vice for holding a set of forms in 
proper registration; and appropri- 
ate use of carbon paper or spot 
carbon. Each of these factors is 
taken care of by the manufacturers 
of the equipment and forms. 


But the device used to accommo- 
date the forms may be of several 
types. One popular design—termed 
the pegboard—consists basically of 
a flat writing surface which has 
been equipped with pegs or other 
means for holding the forms in 
registration. This type usually fea- 
tures some mechanical device for 
advancing from one set of forms to 
the next on completion of each set. 
This can be achieved by a ratchet 
and lever system; sometimes the 
board is actually a box with a roller 
system for mounting and advancing 
one or more of the forms after use. 


Identical results, of course, can 
be achieved without use of a board. 
Some type of loose-leaf binder or 
other book-enclosed device can be 
used to hold the forms in alignment. 
The same principle is used in some 
kinds of machine bookkeeping with 
several forms being printed at once. 
This Jatter method, however, is not 
usually referred to as a one-writing 
system, since this generally implies 
manual methods. 


The majority of the one-writing 
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MAIL AID. LABELS 
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0) Many modern offices have found Mail Aid address- 


ing labels the answer to faster, economical mailings. 


There are Mail Aid labels to suit practically any 
4} addressing system. Available in perforated sheets of 
33 labels, they are manufactured in both single sheets 
* (Dupli-Stickers® or Dupli-Quik®) and carbon-inter- 
> leaved sets (Dupli-Snap®) designed for use when 
= multiple copies are required. Addresses may be trans- 
ferred on any of the various types of duplicating equip- 
_ ment, or copied by typewriter or accounting equip- 
ment. Your stationer can help you select exactly the 
right label for your system. 


Where volume mailings are a problem, these labels 
can be applied automatically with Eureka’s Mail Aid 
Applicator. The Applicator will label up to 13,000 
pieces an hour, depending upon length, type, and 
thickness of stock. If volume mailings are your prob- 
lem, write to Eureka for information. 


ae 
Pay ae 


pea 


&. 
LOOK FOR THE Q@e@e TRADEMARK 


EUREKA SPECIALTY PRINTING COMPANY 
BOX 149 © SCRANTON 1, PA. 


Please send literature on Mail Aid labels 


Name Title. | 
| Firm | 
BS | Street | 
City. State l 

@ TM REG. U.S. PAT. OFF. DUPLI-STICKERS, DUPLI-SNAP. DUPLI-QUIK 
AND Q@BBB are REG. TRADEMARKS IN CANADA. 
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Machine 
H as Started ; 
Revolutior 


It’s called the Friden Programatic Flexowriter. Here it is being used to write 
sales orders. After inserting a pre-punched card in the reader, the operator 
touches a key. The machine writes in the entire heading at a speed of 100 
words per minute, pausing only to let the operator insert the date. 

Next, the girl inserts a card for the first line item on the order. She enters the 
quantity, and the machine completes the line while she selects the next card. 
As it writes, the machine automatically punches selected information into a 
paper tape. Later, this tape can be used in any of three ways: 1) Run back 
through the Flexowriter to produce a complete written summary of orders, 
2) Fed into a Friden Computyper to prepare invoices automatically, 3) Fed into 
a card punch to prepare a tab card for each order. (Or, when required, the 
Flexowriter itself can directly control tab card punching.) 

Blue sky? Not on your life. This new system of document writing is working 
beautifully in hundreds of offices here and abroad. Your Friden Systems Man 
can give you the full story. Or write: Friden, Inc., San Leandro, California. 
THIS IS PRACTIMATION: automation at the source of the data, automation 
so hand-in-hand with practicality there can be no other word for it. 


Friden 


SALES, SERVICE AND INSTRUCTION THROUGHOUT THE U.S. AND THE WORLD. 
(Circle No. 35 on Reader Inquiry Card) 


© 1960 FRIDEN, INC. 
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systems are used in small compa- 
nies, or in the small departments 
of large companies, for such appli- 
cations as payroll, accounts receiv- 
able, accounts payable, and inven- 
tory. Other uses are possible, but 
the ones listed are the most com- 
mon. The difference between one 
application and another lies in the 
selection of the forms, rather than 
in the design of the basic equip- 
ment. Reports from manufacturers 
suggest that wider applications are 
under development and that spe- 
cialized systems, apart from the 
one-writing variety, are increasing 


in popularity. 
Four totals at once 


Twenty-one separate totals are 
available in The National Cash 
Register Company’s new Class 33 
accounting machine. Automatic 
credit balances are obtained from 
all 21 totals; the machine may be 
programmed to create as many as 
four totals in one operation, and 
the depression of a single key auto- 
matically totals or subtotals all 21 
totals in sequence, making possible 
a complete daily statement of post- 
ing. 

The Class 33 machine also pro- 
tects the amounts on checks by auto- 
matically printing the dollar sign 
immediately to the left of the high- 
est dollar amount. The machine 
will automatically determine if the 
operator has made an_ incorrect 
pickup. A single-key reverse entry 
control provides instant correction 
of erroneous postings and reversal 
of accounting entries without need 
for changing program or determin- 
ing which totals must be affected. 


The Class 33 has removable pro- 
gram bars which may be altered to 
meet changing requirements of par- 
ticular accounting jobs. Removable 
program bars provide flexibility in 

_ the design of forms, and are said to 
permit a variety of bookkeeping ap- 
plications to be placed on a single 
machine. 

A built-in electric typewriter with 
72 characters facilitates accurate 
description of all entries and simpli- 
fies auditing. The Class 33 is also 
available without a typewriter. 

Comptometer Corp. recently an- 
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Multigraph Muitilith Offset 


Duplicator Model 1000 


&™ 


METHODS 


A NEW, 


ECONOMY-PRICED, 
ALL-PURPOSE 
OFFSET DUPLICATOR 


Multilith 
MODEL (OO 


Compact—designed for big production, yet occupies less 
space than a secretary's desk. Handles up to 1000 20-Ib. 
sheets without reloading. 


Self-contained—storage space for masters, papers and 
other supplies. No stands or special tables required. 


Economy-priced—with many features never before offered 
in low-cost offset dupticators. 


Quality copies—up to 110 per minute! All reproductions, 
including halftones, are clear, sharp and permanent. 


The new Model 1000 is so flexible it meets ALL general 
duplicating requirements. Low in price, simple te operate. 
Pays its way many times over in businesses and associa- 
tions of every size and description. Contact your nearby 
Multigraph Branch Office for complete details or write 
Addressograph-Multigraph Corporation, 1200 Babbitt Road, 
Cleveland 17, Ohio. 


*Trade-Merk 


Addressagraph-Multigraph 


VV, CUTTING COSTS 18 OQUR BUSINESS 
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‘ nounced the Comptometer Duplex 

Calculator, which has a memory 

unit. Designed to eliminate the 

need for reworking figures to ar- 

rive at a grand total, the new Du- 

plex has two sets of dials, one of 

which stores figures both positively 

and negatively for use when needed. 

Ei An easy-to-use, two-key control sim- 
~~ plifies operator decisions. 

Comptometer also has the versa- 

tile Automatic Printing Multiplier 

Comptograph. It automatically mul- 

tiplies, printing the right answer 

as well as both multiplicands in 
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SMEAD'S... 
TWO-PLI-TOP 
FOLDER SAVES 

SPACE and COST 


SMEAD’S... 
FLEX-I-VISION 
HANGING FOLDER 
with the 
“TAB THAT TOPS” 
them all 


SMEAD’S... 
CELL-U-WELD 
FOLLOW-UP 
FOLDER 
with 
Sliding Signal 
Channel 


SEE them at your 
Stationers 


FOR THE BEST IN FILING, LOOKTO Smead) 
SMEAD MANUFACTURING COMPAHY 
ASTINGS, MINNESOTA + CHICAGO + LOGAN ONO «+ 10S ANGELES 
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three horizontal lines. The new 
12AM Comptograph will multiply 
three or more factors in a direct, 
straight-line flow without re-entry 
of intermediate results. It is said 
to add, multiply, or subtract, re- 
gardless of previous operation, with- 
out setting or pre-setting any con- 
trols. 


Friden’s new Model SBT has sep- 
arate control keys for accumulative 
and negative multiplication. Like 
Friden’s STW line, the SBT has 
both eight- and ten-column key- 
boards, offers separate control keys 
for accumulative and negative mul- 
tiplication. Constant factors can be 
locked. Positioning of carriage and 
decimal points is automatic, and 
there is split dial clearance with dial 
accumulator locks. 


Victor Adding Machine Co. re- 
cently announced the new Digit- 
Matic Data Punch, a digital device 
that allows remote control adding 
machine operation through the use 
of solenoids with both a_ printed 
detail tape and a punched data 
processing tape resulting. It can be 
activated from distant points and 
by a wide variety of associated 
equipment. Attestment to the ver- 
satility of the Digit-Matic Data 
Punch is the feasibility of having it 
programmed by equipment now 
programming other digital handling 
or data processing devices. 


Vertical bar used 


It is possible to activate the unit 
through digital converters, com- 
munications systems, control instru- 
ments, digital counters, cligital test- 
ing equipment, flowmeters, 
production scales, pulse height ana- 
lyzers, temperature recorders, time 
interval meters, typewriters, and 
similar industrial, business, and 
laboratory instruments. 

Simultaneously, from each such 
operation comes a printed record 
for immediate information plus 
punched tape for further automatic 
handling. The punched tape con- 
tains coded information in 5, 6, 7, 
or 8 channels. 

Victor Adding Machine Co.'s 
latest entry into the field of adding 
machines is the new Premier. Avail- 
able in both 10-key and full key- 
board models, an interesting inno- 
vation in the Premier is the use of 
three separate motor bars to elim- 
inate non-essential hand movements. 
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Located in a vertical row, the length 
and position of each bar has been 
desermined according to the func- 
tions employed. The longest bar is 
for adding and totaling. A short bar 
provides subtraction while the third 
motor bar can be used for both ad- 
dition and subtotaling. This new 
“vertical bar” arrangement is said 
to facilitate use of the finger touch 
system on even full keyboard mod- 
els. 


Ten-key Premiers also have a 


he OE LET 


Answer the Wraps 
Problem in Offices 
and Waiting Rooms 


These efficient VALET 
Racks keep wraps off 
waiting room chairs, 
aired, dry and in 
press, Hold coats 
spaced apart, hats, 
umbrellas and over- 
shoes. Accommodate 
3 persons per running 
foot. Come in lengths 
of 3 ft. 3 in. or long- 
er by the foot. The 
S-6 Office Valet cos- 
tumer accommodates 
6 people—ends piling 
of garments on others. 
Will not tip over. 
Built for lifetime serv- 
ice of heavy gauge, 
welded furniture steel. 

$6 Smart in modern 
baked enamel finishes. Units form a com- 
plete system of wardrobe equipment that 
provides efficient wrap accommodation 
wherever people gather. 


Write for Bulletin OV-61 


(Circle No. 83 on Reader Inquiry Card) 
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larger, “L-shaped” cypher bar for 
easier thumb control, and an elec- 
trified “live” correction button 
which erases easily. 


Available in both hand and elec- 
tric operation, the Premier can be 
obtained with 8-, 9-, 10-, or 11- 
number listing capacity, and up to 
an eleven totaling capacity. 


Monroe Calculating Machine Co., 
Inc., recently announced a source 
data originator designed for data 
processing in accountancy. The new 
product, available in both single- 
register and duplex models, is the 
Synchro-Monroe Accountants’ Pro. 
gram Punch Tape Adding Machine. 
The P-03 succeeds two earlier punch 
tape adding machine models, com- 
bining the features of both and 
offering several new features. 


Compatible with data processors 
of all service bureaus, the portable 
Accountants’ Program machine uni- 
versalizes source data origination in 
processing for accountants. The ma- 
chine features automatic repetition 
of all code information, eliminating 
the need of re-indexing repetitive 
reference numbers. Another new 
feature is Accountants’ Program 
keyboard symbols, providing clear- 
cut identification of operating con- 
trols. 


In Accountants’ Program data 
processing, accounting information 
is recorded on punched tape. Tapes 
are processed at data processing 
service bureaus, and printed ac- 
counting records and reports are 


Bohn Duplicator’s Contex 10-key calcu- 
lator costs $125, weighs only six pounds. 
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Regardless of how you bill orship... 
whether by rail and truck exclusively, 
or by parcel post or express, or any 
combination of these . . . Baltimore 
Business Forms will combine all forms 
into one. Invoice, labels, packing slips, 
accounting copies and bills of lading, 
all to be typed at once. 


If you have a combination of rail, 
truck, and parcel post, all of the above 
forms should be used except the bills 
of lading . . . which you don’t have to 
use for parcel post. When bills of lad- 
ing are needed they can be combined 


Baltimore Business Forms combine all 
billing and shipping forms into one! 


in perfect registration and all copies 
can be written at one time. You owe 
it to yourself to investigate these 
quick, easy ways to organize and cut 
costs of your billing and shipping. 


Send for free samples or recommen- 
dations! At Baltimore Business Forms 
every representative is an experienced 
“system planner,” who is capable of 
solving any business form problem. 
Write today for samples or an un- 
biased recommendation. BALTIMORE 
Bustness Forms, Inc., 3134 Frederick 
Ave., Baltimore 29, Md. 


Baltimore Business Forms, Inc. 


CONTINUOUS 
FORMS 


NCR FORMS 
(no carbon required). 


Saving time and reducing costs in business and industry 


COUNTER REGISTERS— 
Electric Pushbutton 
ae ond Crank Models 


(Circle No. 6 on Reader Inquiry Card) 
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NO 

OTHER 

PAPER CUTTER 
BUILT 

O WELL 

TO. SELL 

so LOW 


ali metal 


TP neiuoonr 


the precision Paper Cutter 


SIZES 14” & 18" 
(20/2” MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 

MICHAEL LITH sales corp. 

145 West 45th Street, New York 36, N. Y. 
(Circle No. 52 on Reader Inquiry Card) — 


_. KEEP AHEAD 
_OF TIME © 


oun "- 
= CLARK and 
7 _ DEFIANCE 


CALENDARS... .. 


possible business or personal use 
Order from your Stationery Supplier he: 


or direct. Write for catalogs. | 


The Calendars ©) The Stendard of 
That Work For You the Stationery World 
Keith Clark, Inc. Defiance (elender 
1451 Broadway Co., 
New York 36, N.Y. 1451 

. New York 36, N. Y. 
Phone: LA 4-4895 Pane: 40 3.2336 


(Circle No. 17 on Reader Inquiry Card) 
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returned to the accountant for his 
clients. 

Bohn Duplicator Co. has an- 
nounced a new model of the Bohn 
Contex Calculator with several im- 
provements in division. Division is 
now more automatic than it had 
been heretofore. The Bohn Contex 
is a 10-key machine that adds, sub- 
tracts, multiplies, and divides. It 
weighs six pounds, costs $125. 

While the Contex is manually- 
operated it has no “handle.” Its 
actuating bar, depressed with the 
palm of the hand, operates like the 
motor bar on electric machines. 
This patented actuating _ princi- 
ple enables the Contex to attain 
high speeds. 

Monroe Calculating Machine 
Co.’s new LA-9 calculating machine 
has a “quick-shift’” control lever 
which permits easier and faster shift- 
ing of the carriage; it allows all op- 
erations to be performed with one 
hand. Carryover upper dials allow 
“short-cut” multiplication. It is 
available in two capacities: The 
LA-203, with ten-column keyboard, 
ten counting dials, and twenty-place 
result dials; and the LA9-163 with 
8-8-16 capacity. 

Alma Office Machine’s newest ad- 
dition to the world of adding ma- 
chines is the Everest Plurima adding 
machine which is a ten-key hand 
adding machine with automatic 
credit balance. 

The future of standard office ma- 
chines, then, it seems, is not so 
shaky. Adding, calculating, book- 
keeping and accounting machines 
will continue to perform the chores 
of office tedium; they will uncom- 
plainingly and efficiently, like a 
troop of diligent soldiers, continue 
to aid the operations (of offices all) 


The Stromberg Transactor automatic data 
collection system shown above was in- 
correctly identified as a product of the 
Stromberg Carlson Co. in last month’s 
“Tools of the Office” feature. The man- 
ufacturer is Stromberg Division, General 
Time Corp., Thomaston, Conn. 
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COSTLY RE-DRAFTING OF 


STOP ORGANIZATION CHARTS 


The COFFIELD 
EVERLASTING 
Interchangeable 


ORGANIZATION 
CHART 


= TO CHANGE 


A typist, a typewriter and typing 
need to keep your chart up to date. Its the 
“ke 


are all you 
— 


ELECTRO- MOTIVE DIVISION 
CORPORATION 


Ti 


HB) 
Lt ee 


ao 


i 


agit 
ete 


© Sizes to Fit Any Organization Structure 

¢ Eliminates All Costly Drafting 

© Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

¢ All Parts Are Movable and Re-usabie 

* Solves Your Chart Problem Forever 

Write j. J Free 16- he + eee 
Price Schedule No. OM-1 


MANAGEMENT CONTROL CHARTS co. 
1731 N. WELLS ST. CHICAGO 14, ILL. 


(Circle No. 49 on Reader Inquiry Card) 
MODERN AS 
AUTOMATION 


INSTANT INDEXING 


of catalogs, card files, 
ledgers, price lists, 
directories 


surenion Iahbio 


Index the neat and easy way with 
Superior-Tabbies. Pressure-sensitive, they 
require no cutting, no moistening, attach 
to any surface, including acetate. Avail- 
able in packaged sets or on rolls for fast, 
easy use. Choose from many stock sets, 
make your own with Type-Ons or Insert- 
ables, or order your special set at reason- 
able cost. Full range of color choices 
for edging. 


See your stationer or write for catalog 


surenion hhc 


900 N. FRANKLIN ST., CHICAGO 10, ILL. 


(Circle No. 78 on Reader Inquiry Card) 
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CUT COSTS with 
SORTKWIK?'9 


The /A/\//S/5°— Fingertip magic 
FOR HANDLING PAPERS FASTER 


NO MORE MESSY ee v , g srONars 
Just apply Seavelees to fingertips 
for greaseless, stainless, tacky film. 
See how easy it is to pick up papers 
of all kinds. One application is long 
lasting. Contains no drying alcohol. 
Washes off easily. Widely used in 
offices throughout the country. Try 
it and see Nga 


at your stationer’s or send $1 for 
minimum order of two. Addi- 
tional quantities at 50c each, 


LEE PRODUCTS COMPANY 


Dep't OM-11 + 2736 Lyndale Ave. S. + Minn. 8, Minn. 


(Circle No. 46 on Reader Inquiry Card) 


...-with NEW Spring-Lock Closures 


Letter and Legal sizes provide 
full 24 inches of storage. Corrugated 
fibre-board strengthened by flat channel 
steel overlap top—keeps out dust, permits 
flat stacking. One piece, automatic locking 
bottom. Convenient pull handle, front index 
panel. Attractive, convenient, economical. 


Send for FREE Manual of Record Storage 
Practice; complete products catalog. 


Clip ad to your letterhead and mail to: Dept. OM-11 


Sik’: BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 


a 2607 N. 25th Ave., Franklin Park, Ul 


(Circle No. 7 on Reader Inquiry Card) 
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over the countrv—while the more 
| glamorous aspects of business work 


| are left to their big brothers, the 


giant computers. 

It has been established in this 
section too, one hopes, that many 
new mechanical devices have been 
integrated into this type of equip- 
ment. So they are not such dull 
fellows, after all. And who knows 
what new changes may come about 
in the near future. 

The following is a list of some of 
the major manufacturers of adding, 
calculating, bookkeeping and _ ac- 
counting machines. 


Adding and Calculating 
Machines 


Addo-X, Inc., 300 Park Ave., New 
York 22. 

R.C. Allen Business Machines, Inc., 
678 Front Ave., N.W., Grand 
Rapids 4, Mich. 

Alma Office Machine Corp., 34 E. 
30th St., New York 16. 

American Voss Corp., 18050 James 
Couzens Highway, Detroit 35. 
Bohn Duplicator Corp., 444 Park 

Ave. South, New York 16. 

Burroughs Corp., 6071 Second Ave., 
Detroit 32. 

Calculator Equipment Corp., 556 
Central Ave., Orange, N. J. 

Clary Corp., 408 Juniper St., San 
Gabriel, Calif. 

Classic Calculators, Inc., 387 Park 
Ave. South, New York 16. 

1735 N. Pau- 

Chicago 22. 


Comptometer Corp., 
lina St., 

Control Systems, Inc., 5 Beekman 
t.. New York 38. 

Facit, Inc., 404 Park Ave. 
New York 16. 

Fremaco International, Inc., 188 
Randolph St., Chicago 1. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. 

The General Gilbert Corp., 150 
Broadway, New York 38. 

Johnston Adding Machine Co., 
13343 Sherman Way, N. Holly- 
wood, Calif. 


South. 


Lanston Monotype, Div. of Lanston 
Industries, Inc., 24th and Locust 
t., Philadelphia 1. 


The new 

ROBERTS E-77 

for precise 

ELECTRIC NUMBERING 


The Roberts E-77 heavy duty electric 
numbering machine is a highly versatile 
unit designed to number through carbons 
with exact positioning of the number 
through adjustable left, right and rear 
work guides. Instant choice of consecutive, 
duplicate and repeat. Eight styles of num- 
bering heads to choose from, with figures 
up to 5/16 in. Die plate offers 154 sq. in. 
of message space. Throat depth six inches, 
automate cutout protects solenoid, plastic 
front satety guard, reversible rubber platen, 
choice of hand or foot operation. Roberts 
Numbering Machines have been famous 
since 1889. Write Roberts Numbering Ma- 
chine Division, Heller Roberts Mfg. Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 


HELLER ROBERTS 
Manufacturing Corporation 
(Circle No. 41 on Reader Inquiry Card) 


ONCE UPON A WALL 


=now one 
Upon a 


Portable—in 4 colors: 


Righ tin step with modern | Blve 

ces the Boston Cham- | Green 
ion Portable Pencil | Sandtone 
harpener saves time... | Gray 


builds efficiency. 
Order today from your | fam 
_ local stationer. = 
C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
(Circle No. 42 on Reader Inquiry Card) 
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Wily BOOKS — 


MANAGEMENT CONTROL SYSTEMS 


Edited by Donatp G. Matcoim, Oper- 
ations Research Inc., and Aan J. 
Rowe, System Development Corp. Gen- 
eral Editor: Lortmer F. McConne tt, 
System Development Corp. 


The result of a symposium held at Sys- 
tem Development Corp, this book cov- 
ers the whole field of developing modern 
management controls, starting with cur- 
rent development and continuing with 
future predictions. Shows how com- 
puters make it possible to design entirely 
new management patterns. Also deals 
with the use of computers to simulate 
company activities for testing and 
evaluating the effects of policy and 
procedure prior to adoption. 1960. 374 
pages. $7.25. 


EXPLORATION IN MANAGEMENT 
By Witrrep Brown, Glacier Metal Co. 
Describes the organizational system 
which has evolved in the author’s own 
company. Regarded as a social institu- 
tion in microcosm, this is the story of 
how an operating company became a 
cohesive society. 1960. 322 pages. In 
Press. 


Send now for your on-approval copies 


John Wiley & Sons, Inc. 
440 Park Avenue South 
New York 16, N.Y. 


(Circle No. 85 on Reader Inquiry Card) 


THE SAVED all 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uni- 
form resilient strands ideal for packing 
purposes. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 


safe. All revolving parts 
Instantly adjustable. Shreds 4% 


c . 
are covered. 


to %,”. 


Designed for continuous and trouble- 
free service. 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
Dept.M SAGINAW, MICHIGAN 
(Circle No. 81 on Reader Inquiry Card) 
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TOOLS BOF THE OFFICE) 


Olivetti Corp. of America, 375 Park 
Ave., New York 36. 
Olkon Research Corp. of America, 
P.O. Box 3049, Asheville, N. C. 
Regna Cash Registers, Inc., 175 
Fifth Ave., New York 10. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Park Ave. South, 
New York 10. 

Silver Bells, Ltd., P.O. Box 982, 
Carmel, Calif. 

Smith-Corona Marchant, Inc., E. 
Washington St., Syracuse, N. Y. 

Swilt Business Machines Co., 51 
Church St., Great Barrington, 
Mass. 

Underwood Corp., 1 
New York 16. 

Victor Adding Machine Co., 3900 
N. Rockwell St., Chicago 18. 


Park Ave., 


Bookkeeping and Accounting 
Machines 


Addo-X, Inc., 300 Park Ave., New 
York 22. 

R.C. Allen Business Machines, Inc., 
678 Front Ave., N.W., Grand 
Rapids 4, Mich. 

American Voss Corp., 18097 Sor- 
rento Ave., Detroit 35. 

Ayres Corp., Box 1081, Wilming- 
ton, Calif. 

Bates Accounting Forms Co., Inc., 
33 W. 42nd St., New York 36. 


_ The Blackbourn Systems, Inc., 230 


S. Cedar Lake Rd., Minneapo- 
lis 5. 

Burroughs Corp., 6071 Second Ave., 
Detroit 32. 

Business Systems Corp., 436 Pearl 
St., New York 38. 

Carteret Printing Co., 480 Canal 
St., New York 13. 

Cel-U-Dex Corp., Box 1125, New- 
burgh, New Windsor, N. Y. 

Comptometer Corp., 1735 N. Pau- 

lina St., Chicago 22. 

Consolidated Business Systems, Inc., 
Jersey Ave., New Brunswick, N. J. 

Cummins-Chicago Corp., 4740 Ra- 
venswood Ave., Chicago 40. 

Delbridge Calculating Systems, Inc., 
2502 Sutton Ave., St. Louis 16. 

The Denominator Co., Inc., 261 
Broadway, New York 7. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. 

Ditto, Inc., 6800 McCormick Rd., 
Chicago 45. 


Evans Specialty Co., Inc., 2401 
Venable St. East, Richmond, Va. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. 


GENUINE ENGRAVED 


LEVTCAREAS 


DIES AND $ OO FoR 
PROOFS “1000. 


Pace BUSINESS CARDS 
500 $11 - 1000 $15 


BUSINESS ANNOUNCEMENTS 
500 ONLY $28 


FREE 


MEMBER OF 
BIRMINGHAM 
CHAMBER OF COMMERCE- 
BETTER BUSINESS BUREAU 


DEWBERRY ENGRAVING CO. 


3201 - 4TH AVE., SO. - BIRMINGHAM, ALABAMA 


(Circle No. 23 on Reader Inquiry Card) 


How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


yy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

xy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

sy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4950 with cards 


et Cea 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
(Circle No. 37 on Reader Inquiry Card) 
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General Binding Corp., 1101 Skokie 
Highway, Northbrook, IIl. 

The Institute of Business Research, 
Div. of Keller-Crescent Co., 28 E. 
Riverside Dr., Evansville 8, Ind. 

International Business Machines 
Corp., 590 Madison Ave., New 
York 22. 

International Payroll Machine Co., 
Box 293, Oxford, Pa. 

Max Isaacs, 1019 McDonald Ave., 
Brooklyn 30, N. Y. 


Coat and Hat Racks 


1” Tubular Steel 
Mirror Bright Chrome 


4m = 


20° woupie Snelf Rack $16.45 
woes. eg . 
riple shelves. Attac ae, “ 
" = 

on standard 16” stud a 


lengths. 


Floor Stands 
36” Double Shelf 
$43.95 
1" square posts. 
Floor Stands for 36"— 
48"-60" and 72” 
costumers. 
Hangers in Sturdi wire 
as shown, open or 
closed hook. 


Immediate Delivery 
BEVCO-Precision 


831 Chicago Ave., 
Evanston, Illinois 


THE LETTEREX CORPORATION 
‘Washington 24, D. C. 


(Circle No. 47 on Reader Inquiry Card) 
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LeFebure Corp., 715 Oakland Rd. 
N.E., Cedar Rapids, Iowa. 

David Lyons Co., 2100 Greenleaf 
St., Evanston, Ill. 

McMillan Book Co., 701 E. Genesee 
St., Syracuse, N. Y. 

Master-Craft Corp., 831-903 Cobb 
Ave., Kalamazoo, Mich. 

Melcar Office & Business Equip- 
ment, 480 Canal St., New York 13. 

Monroe Calculating Machine Co., 
Inc., 555 Mitchell St., Orange, 
Nn. F. 

The National Blank Book Co., 
P.O. Box 791, Holyoke, Mass. 
The National Cash Register Co., 

Main & K Sts., Dayton 9, Ohio. 

Norfield Methods & Procedures, 
Inc., 933 S. Clinton Ave., Oak 
Park, Ill. 

Olivetti Corp. of America, 375 
Park Ave., New York 3. 

Payroll Tax Service, Inc., 44 W. 
29th St., New York 1. 

W. H. Pusch, 427 W. Lynwood, 
San Antonio, Tex. 

Recordak Corp., 415 Madison Ave., 
New York 17. 

Remington-Rand, Div. of Sperry 
Rand Corp., 315 Park Ave. 
South, New York 10. 

Reynolds & Reynolds Co., 800 Ger- 
mantown Ave., Dayton 7, Ohio. 

Royal McBee Corp., Data Process- 
ing Div., Westchester Ave., Port 
Chester, N. Y. 

S. K. Farms Co., 1907 Chestnut St., 
Philadelphia 3. 

Safeguard Corp., Lansdale, Pa. 

The Shaw-Walker Co., Muskegon, 
Mich. 

The C. E. Sheppard Co., 4401 21st 
St., Long Island City, N. Y. 

Silver Bells, Ltd., P.O. Box 982, 
Carmel, Calif. 

Specialty Papers Co., 2028 Farring- 
ton St., Dallas, Tex. 

Speedograph, Inc., 5440 S. Ashland 
Ave., Chicago 9. 

Tab Products Co., 995 Market St., 
San Francisco 3. 

The Todd Co., Inc., Div. of Bur- 
roughs Corp., 6071 Second Ave., 
Detroit 32. 

Uarco, Inc., 300 W. Congress Pkwy., 
Chicago 7. 

Underwood Corp., 1 Park Ave., 
New York 16. 

Victor Adding Machine Co., 3900 
N. Rockwell St., Chicago 18. 

VISIrecord, Inc., Copiague, N. Y. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & CO. 


Founded 1921 © All Phones MOnroe 6-706) 


1220 W. VAN BUREN ST. * CHICAGO 7 


(Circle No. 8 on Reader Inquiry Card) 
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“Maggie” Magnetic Boards Keep 


You on Top of Every Operation 


“Maggie” Magnetic Visual Controls 
offer the easiest and quickest way to 
chart sales, traffic, personnel or any 
other phase of your business. Colorful, 
magnetic indicators tell you at a glance 
if everything is in the right place at 
the right time. No cards, pegs or other 
nuisance devices to replace because 
“Maggie” Boards with magnetic indi- 
cators last indefinitely. Pays for itself 
many times over because the first cost 
is the last cost. 
Priced from $49.50 complete. 

Write for FREE catalogue on the most modern 
and flexible control system available today 


maggie magnetic visual aids corp. 
11 West 42nd Street e New York 36, N. Y 


(Circle No. 48 on Reader Inquiry Card) 
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Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 


- on today’s superb machines—electrics or standards— 
typists make occasional mistakes. But you can be just as proud 
of your erasing as you are of your typing. Erasing results are 
almost unbelievably clean and quick with these specially 
selected Weldon Roberts Erasers for correcting impressions 
made through carbon or fabric ribbons. 


JUST TWO EASY ERASING STEPS: 


1. NO. 448 GREEN GLOW 
Removes surface carbon 
to prevent smearing. Soft 
green rubber encased in 
spiral paper wrapping 
with pull-string for easy 
repointing. 


2. NO. 3650 GRAYPOINT WHISK 
Removes the final image. 
Wood-cased eraser with 
quality gray rubber core. 
Easily repointed in any 
pencil sharpener or with 
a knife. Hexagonal; won't 
roll off your desk. With 
whisk for brushing away 
eraser crumbs. (NO. 365 
GRAYPOINT, same 


eraser without whisk.) 


QR No. 378 cravpowt b 


With same quality gray 
rubber core. Spiral paper 
wrapped, like NO. 448 
Green Glow. The Gray- 
point Erasers are also su- 
perb for erasing impres- 
sions typed through fab- 
ric ribbons. 


nd No.3 / Gama 


20 
A Santee: sn starvan) 


Ghaher 3650 WHISK OSE, 


oLTar oir 


ORDER THESE ERASERS 
TODAY FROM YOUR 
STATIONER ! 


WELDON ROBERTS 

RUBBER COMPANY 
365 Sixth Avenue 
Newark 7, N. J. 


World’s Foremost 
Eraser Specialists 


Correct Mistakes in Any Language 


Reoggarey 
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CATALOGS 


Conference recorder 

The Soundscriber Corp., 6 Mid- pear Soe 
dletown Ave., North Haven, Conn. 
A four-page illustrated brochure 
describes the new “Reporter’’ mag- 
netic tape conference recorder- 
reproducer that provides up to 16 
hours of continuous recording on 
a single spool of tape. 


oe. a ael ef a 


C-2 
Remington Rand Division of 
Sperry Rand Corp., 315 Park Ave. 
South, New York 10. A graphically 
illustrated booklet (U 1888) pre- 
sents a program of real root evalua- 
tion with the Univac 120 punched- 
card computer based upon the 
Newton-Raphson Method. 


Real root evaluation 


{ 1s 4 
- | 
| 
| 


a 


Filing system 

Tab Products Co., 995 Market 
St., San Francisco, Calif. An eight- 
page illustrated brochure depicts 
the new Tabtray Filing System for 
vertical handling of machine ac- 
counting cards. The system features 
a vertical card tray that can be in- 
dexed at both ends. 


C-4 


Business forms 
Carteret Printing Co., Inc., 480 
Canal St., New York 13. Stock busi- | 
ness forms, systems, and correlated 
equipment are shown in 22-page 
illustrated catalog. A full descrip- 
tion of all items is given with vari- 
ous prices indicated according to 
quantity orders. | 


Micro-reproduction C-5 

Dept. SO-372, Minnesota Mining and Mfg. Co., 900 
Bush Ave., St. Paul, Minn. New standards and speci- 
fications of the Defense Department's engineering data 
micro-reproduction system are discussed in a six-page | 
folder. Aperture cards are illustrated. 


Forms for tab systems C-6 

Uarco, Inc., Dept. TA, 300 West Congress Parkway, 
Chicago 7. “Get More Results From Your System’’ is 
a booklet describing business forms especially manu- | 
factured as automatic input for tabulating systems. | 
Tab card sets are also illustrated. 


Steel furniture C-7 

Art Steel Co., 170 W. 233rd St., New York 63. 
A 52-page catalog depicts the Steelmaster line of office 
equipment including desks, chairs, files, and utilities. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $7.00. Each 
additional word 35c. Payable in ad- 
vance. Address replies to all Box Num- 
ber ads c/o OFFICE MANAGEMENT 
and AMERICAN BUSINESS, 212 5th 
Ave., New York 10, N. Y. 


For Sale or to Buy 


FOR SALE: PRODUCTROL BOARD. 
Model 100-S-200-85P. Provides graphic 
picture of operations. Like new. Griswold 
Company, 25 Broad Street, New York 4. 
ee 


FOR SALE: 1957 REMINGTON RAND 
Conve-filer right or left CVF 2380-21, 
with Variadex 2% x 3 card system. 
Located: Dallas, Texas. Best offer. Equip- 
ment and Supply, Motors Insurance Cor- 
poration, 1775 Broadway, New York 19, 
N. Y. 


FOR SALE: COMPLETE INTER-OF- 
FICE Communications System in good 
working order (American Interphone Co., 
Inc.), 100 line capacity (including DC 
Converter) providing for 10 simultane- 
ous conversations. 128 “bell in base” 
conventional desk type dial telephone 
sets, plus 7 wall or desk hanging type. 
Also, several gongs and horns with relays 
for use in remote or noisy areas. For 
detail information, price, etc., write or 
phone J. R. Pearce, Burnham Corpora- 
tion, Irvington, New York. (Lyric 
1-8800.) 


Avoid confusion of scraps of paper . . . lost 
opportunities . . . forgotten duties and ap- 
pointments. Use the MEMOGENDA. Permits 
constant survey of work ahead... results in 
working without strain. Checks out completed 
tasks and builds vaiuvable history of activity. 
Users say they gain more time for living by 
making the best use of their working hours. 
MEMOGENDA is a 96-page book, wire bound 
in a flexible leather-:ike covering. The right 
hand pages (81/2 x 11) have numbered lines, 
one for each item. Opposite pages are for 
additional memos . . . includes instructions 
for use, an annual reminder, 3-year calendar, 
and active telephone list. 

Price $30 a dozen F.O.B. factory, or send $3 
for sample, postpaid. Full refund if it isn’t 
the best investment you ever made. 


KANO LABORATORIES 


1024 Thompson Lane, Nashville 11, Tenn. 
(Circle No. 44 on Reader Inquiry Card) 
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Hospital services C-8 

Why has Welker’s Bakery been 
able to maintain the quality of its 
savory cinnamon buns at the same 
attractive price when the commu- 
nity hospital must advance its 
charges to maintain the quality of 
its service? The answer is one of 
basic economics told in the brightly 
illustrated booklet, “The Shrinking 
Cinnamon Bun.” Produced by Blue 
Cross in behalf of its member hos- 
pitals. The booklet draws clearly, 
and almost too simply, the lines of 
economic necessity that hospital 
services are currently facing. Single 
copies can be obtained by writing 
on the company letterhead to 
Graphics Institute, Inc., 42 W. 39th 
St., New York 18. 


Vacation chart Cc-9 
A 1961 vacation chart that pre- 
sents the entire year in weekly divi- 
sions with space to list 50 employees 
is being made available at no 
charge to readers of Office Manage- 
ment and American Business. Dept. 
OAS, The Dartnell Corp., 4660 
Ravenswood Ave., Chicago 40. 


Computer chart C-10 

The “Computer Characteristics 
Chart” lists salient features of 43 
“U.S.-built, general purpose stored- 
program electronic digital comput- 
ers for which orders are currently 
(or until recently) being solicited.” 
The colorful, accordion-fold chart 
lists each computing system = in 
order of decreasing rental to bring 
comparable systems into relative 
proximity with one another. Com- 
puter capabilities and character- 
istics are listed under five major 
categories: general characteristics, 
internal speed, magnetic tape, peri- 
pheral equipment (both input and 
output), and special features. Al- 
though a few changes in equipment 
have been introduced since the 
chart was published, it remains a 
thorough statement of available 
computer systems performance. Sup- 
plementary sheets will be issued 
periodically to up-date the chart. 
Adams Associates, Inc., 142 The 
Great Road, Bedford, Mass. 


a 20¢ Pall Pen 
‘That Wrote 


Steadily 


for over 


6 MILES 


(32,222 FEET) 


...Without smudging! emearing! 
blotting, clogging!* 
r—— General’s new—— 
SEMI-HEX BALL PEN 


Yes! Here’s the pen you've been 


reading about ... the most economi- 
cal all-around ball pen you can buy 
—with the highest quality ink 
cartridge ... the exciting new 
GENERAL SEMI-HEX BALL PEN 
that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 
PRICE! AND — it’s available with 
an eraser—at no extra cost! 


How Much Would It Save Your Company? 
TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
formance .. . true writing comfort 
. . low, low cost — all in one great 
new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 
Precision-engineered ball lets ink 
flow smoothly, evenly. 
Extra-long barrel makes writing 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
cartridges of Banker’s Approved ink 
easily replaced without mess or inky 
fingers! Your choice of non-smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 
time to cut office expenses as you 
build office efficiency! 
e@ Secretaries, Bookkeepers, Ac- 
countants! Superthin points avail- 
able — approved for legal writing! 
See Your General Dealer now and 
ask to see General’s new SEMI-HEX 
BALL PEN or write us today on your 
letterhead for FREE SAMPLES! 


“From the findings of the 
New York Testing Laboratories 


ENERAL 


PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. 
(Circle No. 36 on Reader Inquiry Card) 
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ADVE RTISER’ Ss IND EX Circle KEY NUMBER on Reader Inquiry Card 


Page 


Acme Visible 
eee Wilson & Acree, 


Adddressograph-Multgraph 


ee 


Corp. 
— Griswold-Eshleman 


All-Steel 2. ae 69 

Agency—Frank G. Nahser, Inc. 

American Telephone & Tele- 
graph Co., Long Lines Div. 3 

Agency—N. W. Ayer & Son, Inc. 

Anelex Corp. 10 

Agency—Richard Thorndike 
Agency 


Baltimore Business Forms Co. 95 
— Dugdale & Co., 
nc. 

Bankers Box Co............ 97 
Agency—Frank C. Jacobi Adv. Inc. 
Barkley & Co., C. L......... 

Agency—Frank C. Jacobi Adv. Inc. 
Baumgarten, Fred ......... 8 
Agency—S. Frederic Auerbach Co., 


Inc. 
Bell Telephone System...... 3 
Agencv—N. W. Aver & Son, Inc. 
Bevco-Precision Mfg. Co..... 99 
Agency—Mar-Pat Adv. Agenc 
Brownville Paper Co......... 5 
— lin, Labs & Bebee, 
ne. 
Bruning Co., Inc., Charles... 62 
Agency—H. W. Kastor & Sons Adv. 
Co., Inc. 
Bulldog Electric Products Div., 
I-T-E Circuit Breaker Co... 46 
Agency—MacManus, John & 
Adams, Inc. 


Orp. 
Agency—Geer, DuBois & Co., Inc. 
Records, Inc... 90 


Agency—Merchandising 
Advertisers, hong 


Calor Copy Corp............ 21 
Agency—Geer, DuBois & Co., Inc. 
Clark, Inc., Keith........... 96 
Agencyv— Laux Adv., Inc. 
Columbia Ribbon & Carbon 
Me Sy BER is ck ccccicccces 50 
Agency—E. M. Freystadt 
Associates, Inc. 
Columbia-Hallowell Div., 
Standard Pressed Steel 


_. A aie er 2nd Cover 
Agency—-Arndt, Preston, Chapin, 
Lamb & Keen, Inc. 
Cormac Photocopy fom. 
Agencv—Hazard Adv. Co., Inc. 
Cramer Posture Chair Co., Inc. 63 
Agency—Allmayer, Fox & 
Reshkin Agency, Inc. 


D 
Dartnell Corp., The......... 2 
Dewberry Engraving Co...... 98 


Agency—Fulton, Morrissey Co. 
Dixon Crucible Co., Joseph.71, 72 
Agency—Hicks & Greist, Inc. 
Du Pont de Nemours & Co., 
E. L, Film Dept., Mylar.... 30 
Agency—Batten, Barton, Durstine 
& Osborn, Inc. 


E 
Eastern Fine Paper & Pulp Div. 
of Standard Packaging Corp. 43 
— Hagel & Knudsen, 
nc. 
Eastman Kodak Co., Business 
Photo Methods Div., Verifax 27 
Agency—J. Walter Thompson Co. 


Key 
29 


42 


46 
47 


49 


57 
59 


Page 
Elliott Addressing Machine Co. 29 
Agency—Reach, McClinton & 


Humphrey, Inc. 
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Get the Smith-Corona Electra 12 — 
the compact, full-featured office electric 
that gives you the advantages of electric 
typing... for just $179.50 plus tax! 


Print-perfect electric typing — The 
Electra 12 produces typing that com- 
pares in every way with that of electrics 
costing over twice as much. 


Light, easy electric touch—Type 
keys, shift key and space bar all work 
electrically. Any typist can turn out per- 
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fect typing...and up to 12 clear carbons. 


New compact size—The Electra 12 
brings you electric typing in half the 
space. 


Compare price tags, compare features. 
See why office managers everywhere 
are saving money with the Smith- 
Corona Electra 12. Call your Smith- 
Corona dealer for a demonstration, 
or mail coupon for more information 
and a free gift from Smith-Corona. 


s/c] 


(Circle No. 76 on Reader Inquiry Card) 


Smith-Corona 


co 
193 Almond Street — 
Syracuse 1, N. Y. (ade 
Please send me the new 16- “he 
page "Guide to Increasing Office ellie 
Efficiency” and more information 3] 
on the new Electra 12. 

Name 

ee — 
Address 

City Zone State 


SMITH -CORQNA 


DIVISION OF SMITH-CORONA MARCHANT ING. 


103 


: : 3 ; 2 Bd. ig a aa ic. 3S ee 
fe J 4 
4 Cae < oe SN Oe See ee ~ee”- eam ae p= eee ge 
“ee Se, » % » § » 5 Oe, 2] - Qe Nl eh a : oF 
8 ae an pe a es &. =. eS e » § 7 Sr. ae 
2 ™~ FY FX. ED. FY. FR A AR RA RA RA R 
BEF EEF CES (ee RPearearearen .* .. A ~_ . 
& £/ ais as we A PaCeatrena . = . & i strtnrprae: s > Be & f 
Bed ne Se 4 Ow SQ! LW aP, SEs PAP aus G ul Lae 
: . 3 e ee i ae ~— & te tg c : NS id QA NF 5 < 
Dis x i a : pe = be 2 
‘ara. ch Eo Bae é: : ee a 
é << A SS yt . & a & 
= ~ wt Qe” é : = x X IY AVPA : 
a a : ene & é nue © oe GBs & I 
“ be ss ~ oo we WF WP WG 
cad eR tom os z 
Fy Le Foe MaDe. gan ne i 
25 f . & S & #Y ore £re Siegen Pen es 
| ,y ¥ YF ye eo Se” && 
wh Qe Re eh eat ta » F oe 
er { aN ‘Seth, % > _  % ee 
ea 2 A ey 8 1% i : 
be “=e pe . } : :. ; eS ; 
nc. i ! wd WS < " uF 3 . 
65 Si Ger an : #2 : . ‘ 
97 Z£iimé ee . i ~*~ SO cA, a4 . ee 
| i es FeeFPeet- £e ‘s ae £ ee fay Ser. ag i 
00 ‘ i’ oe ce® Gee Cee Gey Ce . 
a ed eer? ose y y a © & @ 
a | > bs em pee, aN Ser ys tae NE . 4 
Ao ; E | : & 2 ve o ee Rp | 
SPeReephees. YY : eS a : , 
UP AN PANPANT eebaabpuabauase 
‘ “i ty = a bo oe © gee” od ‘ 
iss & ial 
inc. ’ 
75 
6 
79 : a 
a = iy 
94 ‘ a , Tus | 
103 ptug res ~— = 4 
; \ 7 sce. oS — OC 
3 - ™= , os 7 
ra = ceo F .- 
43 i Pe aie ae ——_ E - "Sea : See a : 
ae ov i I es ii 
sen, ~~ 6 lc | Sa 
al! 
. ee 
a 
98 | 
ark 
70 : 
nc. 
94 
_ | a 
—- - - e Ke e e E E Ke K e 
. = 
| 
ee 
= PS — : 


Editorial 


i LET’S TAKE A LEAF FROM THE CAMPAIGN 


THE FOURTH of the “great debates” between the Demo- 
cratic and Republican Parties’ Presidential candidates has 
now been held. The effect the debates have had is, of course, 
a matter of conjecture, and perhaps will remain so until the 
eighth of November. Just how many voters were decided — 
or even swayed—by them, we won’t know until that date. 

But, regardless of their outcome in terms of electoral votes, 
it seems to us that the debates have had one very important 
result. They have held the campaign to a level which there 
was no guarantee it would have maintained otherwise. There 
is an infinity of difference between leveling charges at an 
opponent when one faces a sympathetic audience, with one’s 
opponent half a continent away and unable to reply effectively, 
and making the same charges on a television program where 
he is guaranteed an immediate and possibly devastating reply. 
The net result: We have witnessed, on the most dramatic 
presentation of the candidates within this campaign, far more 
sense, and far less irrelevant emotionalism, than we have ever 
had in previous campaigns. Each candidate, whatever his 
inclinations or his instincts, has had to hold more or less to 
the “high road.” Retribution and exposure would have been 
too swift, too certain, too disastrous, had he done anything 
else. 


It seems to us that this poses an obvious example to the 
office, or any other environment where people work together, 
and so, inevitably, have differences of opinion. Direct con- 
frontation between contending parties is always the most 
honest, the most revealing, the best guide to the merits of 
their respective arguments. Why? Simply because the lie, the 
innuendo, the false or specious argument, cannot be used 
safely. Each can be exposed too easily if—and it’s an important 
“if’—the victim knows it’s being used. How many petty office 
squabbles have dragged on until they became major issues 3 
simply because they were not cleaned up in the first place 
through the simplest and most effective measure possible— 
calling both contending parties in, letting them face each other 
and thrash out their differences in the presence of each other, 
as well as that of the executive who must decide who is right 
and who is wrong. It’s amazing how the most static “mistakes” 
will dwindle when the person who is supposed to have made 
them is there to reply to the charges and give his side of the 
story. 

Let’s take a leaf from the mutual policing the debates have 
made possible in the campaign. If we do, the office will run a 
lot more smoothly in terms of personnel problems, and—all 
other things being equal—it’s apt to come up with far more 
sensible ideas and policies as well. 
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BUSINESS-MACHINE LANGUAGE SPOKEN 


The Farrington Optical Scanner—also known as the EYE— 


speaks the three languages that put automatic business ma- . 


chines to work: punched cards, punched tape, magnetic tape. 


The EYE does automatically what you’re doing this instant: 
it reads. Words, numbers, even symbols. With a speed and 
accuracy that no human eye and hand can possibly duplicate. 


But that’s only half the story. The EYE then translates 
imprinted data from documents (bills, checks, tab cards, ac- 


count cards of varying sizes) into these three business-machine 
languages. 


Optical scanning therefore offers the most versatile way of 
translating printed data into any form for any automatic data 
processing machine. Because the EYE sees its data, there is 
no need for special inks or special papers. 


Wherever you find three or more key-punch operators, you 
find alikely place for an Optical Scanner. Only Farrington makes it. 


Farrington Optical Scanners are now automating data processing for companies like: 


AT&T NATIONAL BISCUIT COMPANY 


THE READER’S DIGEST 


MOBIL OIL COMPANY 


For further information, write Farrington Electronics Inc., Needham Heights 94. Mass. 


(Circle No. 34 on Reader Inquiry Card) 
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You can start with an Aristocrat Modular desk and 


chair. Then expand department by department over 


the 


rn and 


years until your office is completely mode 


..no matter what your budget or 


allation. 


fully productive . 
size of inst 


61 and FF 242. 


Write for Master Plan brochures FF2 


DIVISION OF SPERRY RAND CORPORATION 


122 East 42 Street, 


Step by step, department by department, 
the Master Plan expands, modernizes your office. 
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